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PREVFACE

This instructional handbook has been prepared by the
Special Community Service and Continuing Education staff at
Texas A&M University. 1Its purpose 1is to introduce a di- 7
verse body of adult education program planners to basic
concepts integral to, and alternative strategies appropriate
for, conducting needs assessments. A broad base of research
and information relevant to practice has been tapped in the
development of the handbook.

This handbook is not in its final form but is rather
"in development" as prepared for small group testing in
conjunction with a collection of adult education practi-
tioners. Refinements have been made following a one-on-one
testing program. Further refinements will be made subse-
quent to small groups field testing.

Recognition is given Eo.those agencies and individuals
who have contributed to the development of this han{ibook:

U.Ss. Office of Education, Department of Health, Educa-
tion, and Welfare for providing furdingr .

Participants in the pilot test activities for

generating case study applications: Mr. David R.
Chagoya, Title I Migrant Reading Teacher; Mr. Robert
Felder, Instructor forx ESL; Ms. Alice Franzke, Assis-
tant Professor of Sociology, St. Mary's University; Mr.
Jon A. Johnson, Activities Director, Wolverine Help-
A-Boy Program; Sr. Maria J. Leavy, Director of Family
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Services, Adult Religious Education, St. Margaret
Mary Parish; Mr. Jose D. Leza Counselor, San Antonio
Independent School District; Lt. Col. James V.
Mahoney, Jr., Chief of Health Sciences Media Divi-
sion, Academy of Health Sciences to Fort Sam Houston;
Mr. G. M. Milburn, Jr., Engineer, Kelly Air Force
Base; Capt. William J. Schrank, Chief of Protocol,
Kelly Air Force Base; Ms. Lois Soefj&, Assistant
Director of Nursing, Incarnate Word College; and Mr.
Charles Weichert, Assistant Professor of Psychology,
San Antonio College. | ‘

Participants in the one-on-one testing program for i
put leading to initial refinements of the handpook :

Mr. Ambrose D. Adams, Director, Community Services,.
Tarrant County Junior College District; Dr. Carol
Akkermon, Consumer Information Specialist, Texas
Agricultural Zxtension Service; Mr. J. Charles Arnold,
County Extension Agent, Texas Agricultural Extension
Service; Mr. Richard Bettis, Asst. Vice President for
Educational Services, Texas Hospital Association;

Ms. Janette L. Bowers, Director, Adult and Continuing
Education, Sul Ross State University; Ms. Diane Bur-
ney, Director, Continuing Education, Lamar University;
Mrs. Phyllis Burson, Director, Corpus Christi Public
Libraries; Ms. Judy Campbell, Corporation Training
Consultant, Foley's Department Store; Ms. Christine
Cavazos, Program Coordinator, Hidalgo-Starr Co-Op;

Mr. Robert Clark, Educational Services Director, Fed-
eral Correctional Institution; Mr. Floyd Cone, Pro-
gram Developer, St. Philip's College Continuing Ed-
ucation; Ms. Judy J. Cordes, Adm. Asst. for Seminary
Relations, Austin Presbyterian Theological Seminary;
Ms. Holly Couch, Training Representative, Bank of the
Southwest; Dr. James Cozine, Coordinator, Division of
Public Service, Lamar University; Mr. Robert Cunning-
ham, ‘Educational Services Officer; Mr. William E.
Denham, Jr. Director, Counseling and Pastoral Care Cen-
ter of Austin; Mr. Gary Driver, Education Supervisor,
Federal Correctional Institution; Mrs. Ruth Ellinger,
Director Research and Edvcation, Texas State AFL/CIO;
Ms. Ruth Freiburger, Director, Adult and Continuing
Education, Incarnate Word College; Ms. Lois Frizzel,
Director, Texas State Florists Association; Mr. Louis
F. Gorr, Jr., Director, The Dallas Museum of Natural
History; Mr. Jim Heckman, Education Director, Braniff
Education Systems, Inc.; G. Yvonne Holloway, Guidance
Counselor, Army Education Center; Mr. David Earl Holt,
Director, Austin Public Library; Mr. Don Hoover, AsSst.
Curator of Education, El1 Paso Museum of Art; Mrs. Ann
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) Hornat, Asst. Director, Houston Public Library; Mr.
Robert L. Hudson, Senior Educational Advisor, Navy
campus for Achievement; Mr. Ron Huffstutler, Dean,
Div. of Continuing Education, East Tekas State Univer-
sity; Ms. June Jones, Director, Continuing Education,
Paris Junior College: Ms. Linda Lacy, Mental Health
coordinator, Ben Taub Hospital; Ms. Patricia LaReau,
Director of Education, Twelve Oaks Hospital; Mr. E.
C. Lowe, Carpenters Local 622; Mrs. Amy Mann, Faculty
Advisor, Hillel Foundation, M$. Ruby M. Marrero, B.S.,
Continuing Education Coordinator-Staff Dev., Terrell
State Hospital; T. F. Martin, Training Manager, Pro-
ducté Employee Relations, Shell Oil Company; Dr.
James Mayhew, Area Community Development Specialist,
Texas Agriculture Extension Service; Mr. Gary Mayrant.
Education Director, Texas Corrections/Diagnostic Unit:
Mr. Bill McNatt, Director, Apprentice Programs, Car-
penters Local Union 198; Ms.é:artha M. Mead, Voca-

tional Counselor, John Jay High School, Northside ISD;
Mr. Joseph P. Oliveri, Directoy, Staff Development, P
City of Austin; Mr. Bob Russell, Asst. Education
Supervisor, Federal Correctional Institution; Mr. A.
Salazar, Director of Training, Southwest School of
Medical Assistants; Ms. Josie Salozar, Teacher, Big
Spring State Hospital; Dr. Emerson Sanders, Neighbor-
hood Improvement Specialist, Prairie View A&M University,
Cooperative Extension Program; Mr. Edward Schilling,
Chief, Education Services, Kelly AFB; Ms. Helen
Schippers, Director Prevention Services, Texas Commis-
sion on Alcoholism; Mr. Irwin Sexton, Library Director,
Hardin Simmons University; Dr. Alice E. Sharp, Re-
gional Coordinator, AMI Inc.; Ms. Marcia G. Solon,
Director of Education and Programs, San Antonio Museum
Association; Mr. Stephen B. Springer, Coordinator of
Community Education, Edgewood Independent School
District; Dr. Jerry G. Springfield, Director of Com-—
munity Services, Angelina College; Mrs. Rosa Stewart,
Resource Specialist, Lutheran Social Service of Texas:;
Mr. Richard Suggs, Secretary, Plumbers and Pipefitters
Apprentice School; Mr. Da'7id Turner, Statistician,
Governor's Committee on Aging, Mr. Donald F. Vickers,
Consultant, Adult and Continuing Education, El Paso

. mublic Schools; Ms. Pat Walthall, Dirkctor, Con-
tinuing Education, Texas Pharmaceutical Association;
Mr. Jerry Willett, Educational Services Officer, Berg-.
strom AFB: and Sr. Aloysius Williams, Asst. brofessor
and Director of Continuing Education in Nursing.

¢

Members of the staff for continued investment in all
dimensions of the project: Dr. Paulette T. Beatty,
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Project Director; =~ Mr. Bill Hale, Sister Maria J.
Leavy, Mrs. Michele Sa! ino, Mr. Walt Troutman, Mrs.
Audrey Tsui-Chan, and Ms. Robin Weaver, Research
Associates; Ms. Linda Halter, Mrs. Merle Rucker,
and Mrs. Brenda Snow, Secretaries.

Project consultants for willing collaboration in mate-
rials development and testing as well as external
evaluation: Dr. Ernestine B. Boclair, Dr. Wayne L.
Schroeder and Dr. Thomas J. Sork.
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CHAPTER I

/AN INTRODUCTION TO NEEDS ASSESSMENT

g Stimulus for Instructional Handbook

The field of adult education has come, over time, to
flourish in what many think of as most unlikely places. Yet,
throughout this diverse évolution of the field, the assessment
of need has held a long and honored position as an integral
part of the program planning process and as a critical respon-
sibility for every programmer. It has been one of the field's
most éérvasive and enduring philosophic postures.

It has been recognized generally that program planners,
regardless of the settings within which they function, are
engaged in two major and interrelated activities of the plan-
ning process: (1) diagnosing or assessinq;—needs assessment;
ind (2) remediating or developing--program development. Fur-
ther, it has'been held that program development derives its

" justification froﬁ the prior assessment of needs. 'This posi-
tion places the program planncr ih a pivotal social role: of
discovering needs; of building programs; and of effectina
sweeping changes within individuals,.institutioné, and
communities.

At present, the needs assessment literature base, poth

.
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Introduction contd. 2

within and outside the field, is not judged adequate to guide
the adult education practitioner in conducting a needs assess-
ment for two fundamental reasons. First, thosc commonly known
and available resources withiﬁ the field are limited both in
number and utility. Practical guidelines for engagement in
the needs assessment undertaking have not been adequately
specified. Thus, a spec.fic process model or strategy is not
readily available to provide direction iﬁ determining what
information to collect, where the information is to be found,
how the information is to be gathered, how the information is
to be summarized, and how the information is to be interpreted.
Without suck ~uidance, a vulid and reliable basis for program-
ming canno: be assired. Second, a number of sources outside
the field exist which address the neceds assessment process.
Such sources, typically incorporate a level of specificity
which do provide adequate guidance for a practitioner in con-
ducting a needs assessment. However, they arec institution- or
context-specific; and therefore, they arc built upon some
assumptions which are inappropriate given the diversified con-
texts, focuses, and institutional settinr s within which adult
education prograiming takes place. As a conscquence, though
they of%er concrete and specific guidelines for conducting a
needs assessment from a part;cular institutional perspective,
they are inadequate because their guidelines are not transfer-
able to adult settings. ¢iven the centrality of necds assess-

ment and its significance to the entire program planning
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process and ultimately to the quality of life of adults with-
in our nation, a serious responsibility exists within the field
to address this void.

Consequently, in response to this challenge, the princi-
pal author of this handbook has applied herself over a several
year period, both on a part-Zime and on a fvll-time basis, to
the resolution of this critical problem of the field. The
outcome of these research efforts was the development of a
needs assessment process model for use by adult education plan-
ners and applicable in whatever institutional settings planners
find themselves. The next step in the resolution of this need
or void within the field was to transform this general process
model from its stylized and technical research mode into a set
of hands-on training materials. These activities are cur-
rently in progress. They are being funded by a grant from the
Special Community Service and Continuing Education Program of
the U.S. Department of Education. Through this grant, our
project is commissioned to begin the preliminary development
of these materials and the preliminary testing of them with
diverse adult education programing professionals in Texas.

The long-range goal is to progressively refine these materials
to the level where they merit national dissemination.

Definition~ for Instructional Handbook

It is important to discuss the central concCepts which
form the foundation for the entire instructional handbook;

namely, need and needs asscssment. We will first discuss the

e
(%08



Introduction contd. 4

term need, how it is comronly used, and thé restricted sense
in which we will be usging it. Then, we will discuss the
term needs assessment, our definition of nceds assessment,
and the specific limitations which such a definition auto-
matically carries with it.

Need is a tricky term because it is used in so many dif-
ferent ways. People usec it to describe present problems
with which they are faced: "The young people in our com-
munity have a major need; their unemployment rate is at 37%."
People also use the term to describe a goal that they are
trying to achieve: "We need cqual opportunity employment in
our community." To further complicate the situation, people
speak of needs as organized actions to attain an cnd: "Our
community needs low-cost day carc centers to make it pos-
sible for young mothers to enter the job market."

If we are to proceed together in any discussion of the
needs assessment process, it is imperative that we share a
common perception of how the term need is being used. As we
define the term, and as many planners are currently defining
the term, need is not a problem, not a present degraded sit-
uation; need is not an end, not a future goal to be achieved;

need is not a means, not a planned program to attain an end.

Need is a discrepancy between where people are and where they
want to be or where someone else thinks they arc and where
they ought to be. Need is the gap between a present condi-

tion and a desired future condition. Further, the issue of who

*a
<




Introduction contd. 5
says there is a need is a crticial one and is fully
addressed in one of the chapters.

If this definition of need is applied to an assessment
process, then it follcws that the needs assessment process
is essentially a system for identifying both the present
situation and the level of aspiration of select groups of
people. Further, if, with this information, discrepancies
are found to exist, needé have been identified. Simply
expressed, needs assessment is a tool for decision makers.

It is a systematic process that provides the right informa-
tion at the right time to the right decision maker.

Decision makers like yourselves have other tools at
their disposal for enhancing the quality of their decision-
making. Two of those tools are especially important, namely,
the creative intuition and the practical experience of the
decision maker. There is no substitute, including needs
assessment, for what intuition and experience bring to the
decision-making process. What needs assessment can do is
complement these resources. Tt cannot take their places.

The information system we will be talking about is a
special kind of information system. Ié is a system developed
to help us learn more about pecople and about their nceds in
order that we--as providers of services for people--can make an
appropriate response and can help reduce or eliminate the
needs that are found to exist. Needs assessment 1is ngt the

process of responding to ne~ds, but rather, is the process of
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identifying and analyzing needs in such a way that we can
decide if any response or what type of response is appropri-
ate on our part. Thus, necds assessment is the prelvde to,
and the foundation for, the program development or building
process.

A caution is in order. This handbook, which describes
the needs assessment process, does not lecid one into an
"educational” needs assessment such as is frequently under-
taken by education practitioners in our traditionally youth
oriented institutions. They would be looking at needs such
as the reading level or the knowledge of history of their
student body. This handbook represents, on the contrary, a
needs assessment not limited to assessing purely educational
needs or discrepancies, but rather one which is focused on
the very broad domains of human enterprisc, such as the qual-
ity of interpersonal relationships or the quality of civic
responsibility within the community. One could say that we
are looking at "human" needs rather than "educational™”
needs. This position is based on the premise that many prob-
lem situations exist which do not, on the exterior, have the
"trappings" of an educational problem, but which do have a
dimension that can be appropriately addressed, at least in
part, by educational programs or scrvices. Conversely, those
problems which do have the "trappinas" of educational need

states may likewise be met, and at times, in a more substan-

tive manner by programs or services that are not strictly
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educational.

One other caution is important in our discussion.
There are two distinct levels within which an asscssment of
needs is appropriate. First, there is the instructional
level in which a specific educational diagnosis is made of
per sons engaged in or about to c¢ngage in an educational pro-
gram. Needs assessment at this level is primarily a tool for,
and a responsibility of, the instructor. It is employed to
identify educational needs, and it serves as a basis for
determining what is to transpire in tte tecaching-learning
environment. Second, there is the programming level in which
a general diagnosis is made of select groups of persons.
Needs assessment at this level is primarily a tool for, and a
responsibility of, the program developer or administrator.
It is employed to identify a potentially broad array of human
needs, and it scrves as a basis for determindfg whether or
not an educational program ought to be designed as a partial
or complete response to that need. It is the second level of
needs assessment that is of interest to us in this instruc-
tional handbook, namely, neceds assessment for program
planners.

Purpose of Instructional Eandbook

Two fundamental purposcs are seen for these instructional
chapters. First, one purposc is to assist professionals cn-

gaged in building educational programs for adults, in con-

ducting quality necds assessments. Obviously, needs are out
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there, and it is essential that persons in positions of
leadership and responsibility have the capability of extrac-
ting these needs from the rcal world in a valid, reliable,
and useful manner. By doing so, programmatic decision-making
will be informed not only by intuition and experience but
also by information that can be trusted. Second, another
equally important purpose is envisioned for these instruc-
tional booklets; namely, to assist program developers in
becoming comfortable with the idea of needs assessment. Needs
assessment has become a buzz word of the seventies. As such,
a mystique has begun to surround the entire process which
tends to place all who approach it in a posture of paralyzed
awe rather than in a posture of dynamic interaction. We

want you to reach that level of comf )rt which will permit

you to call upon the needs assessment process in a flexible
-manner at those times when you judge it can best serve

your purposes.

Needs assessments that will result from the application
of the concepts and processes put forward in these chapters
will be as varied in form.and substance as the field itself.
This is both true and commendable. It is our hope that these
materials are so designed as to permit--no, insure--that
variability. 1Indeed, a necds assessment is, in some jrespects,
much like tailor-made clothing. 1t will be good only if it
fits the wearer, and in the neceds assessment enterprises of

adult education, "one sizec does not fit all." You cén make
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your needs assessment comprehensive or focused, formal or
informal, lengthy or abbreviated, costly or inexpensive. &
There are all sizes, shapes, and descriptions, for there is
no correct needs assessment. The correct one is one that
builds for you a valid reliable informétion base from which
program development can proceed. It is only good or correct
if it does what yocu want it to do!

Target Audience for Instructional Handbook

This instructional handbook is intended for use by
people engaged in program planning for adults in such diverse
settings as: cooperative extension services; colleges and
universities; museums; hospitals; labor unions; religious
institutions; public elementary and secondary schools; busi-
ness and industry; correctional institutions; proprictary
and trade institutions; community colleges; libraries; pro-
fessional associations; military; and community service,
health ind welfare associntions.

It is for professionals who assume quite dissimilar
sounding roles within these institutions such as: Corpora-
tion Training Consultant; Base Training Officer; Dean of
Public Service, Adult and Continuing Education; Director of
Community Service; County Extension Agent; Staff Develop-
ment Specialist for Adult Resoﬁrce Centers; Director of
Adult Services; Coordinator of Patient Education; Coordinator
of Apprenticeship and Training; Union Resecarch and FEducation

Director; Director of Office of Adult Education; and
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Coordinator of Religious Education. These individuals and
these institutions are united by their focus: programming
for adult learners.

Content of Instructional Handbook

There are five instructional chapters in this handbook
which will address the central concepts and strategies for
the needs assessmert process. In addition to the present

introductory chapter and a concluding chapter, these five

chapters each contain an introduction consisting of a slice-
of-life analogy of the question raised within the chapter
and a highlighting of the purpose of the chapter. The body
of the chapters contains a discussion and definition of the
central concepts, with accompanying examples, and a review
cf the major processes to be undertaken in the resolution
of the question addressed, also with illustrative cxamples.
A summary section highlights the central points of ins.ruc-
tion and helps establish a 'inkage with the following chapter.
The five chapters of the needs assecssment process are:
"pDetermining What Information to Collect”
"Determining Where Information Can be Found"
"Determining How Information Can be Gathered"
"Determining How to Summarize Information™
"Determining How to Interpret Information"

Use of Instructional Handbook

These instructional chapters will be presented to you in

a logical sequence as a planning tool to assist you in making
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those decisions central to the needs assessment undertaking.

It is anticipated that, fortified by these resources, you
will be able to take these ideas and implement them in a
time sequence which may or may not parallel the logical
sequence of the five chapters.

A chapter format was selected to provide you with the
latitude to enter, exit, and skip at any pofnt you desire.
This was done becqpse we have assumed that there may be
times when it 1is ;avisable and feasible to enter and exit
the needs assessment process at various stages. For example,
perhaps you have access to an array of data that has just
been collecced by a colleague in your department and you
have been asked to "see what you can make of it." You could
go directly to the chapter which deals with organizing the
data, without consulting the previous chapters. Or perhaps
you have already identified the kind of information you
want and you know you arc committed to a phone survey as the
method of gathering data; however, you have yct to deter-
mine the best sources for your information. In this event,
you should go to chapter number three, "Determining Where
Information Can be Found," and then directly to chapter
number six, "Determining How to Interpret Information." On
the other.hand, and perhaps more frequently, there will be

occasions in which you will be starting at the very beginning

and progressing through the end of the needs assessment

process, We recommend that even though you think you can skip

Py
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certain steps as you proceed to implement the process, you
should copsider this carefully. It would he better for you
to study the chapter in question before you dismiss the
operation completely. Tf after checking the chapter you
feel that you can bypass it beccause of certain givens in
your situations, you have at least avoided some potentially
critical gaps in your process.

Two supplemental aids have been developed to assist
you in synthesizing and applying the central ideas contained
within this handbook. These include, first of all, a
pull-out synopsis of the basic concepts and principles and
strategies of the needs assessment process, and secondly,
integrated case studies applicable to each of the major
adult education institutional settings.

Benefits of Instructional Handbooks

A number of benefits are cxpected to result from the
implementation of this project. First, training materials
will have been developed with a high level of validity, reli-
ability, and utility for a diverse body of practitioners of
adult education within our nation. Whereas many training
materials are developed from the exclusive perspective of
practice in the field, these training materials will have
been developed as a result of the interaction of both theory
and practice. A rich theoretical base provides the under-

pinnings for the model. Extensive practitioner interaction

with the training materials derived from the needs assessment
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L]

model provides the enrichment and the reality testing for --
e '

the training materials. Seccond, a void in the professional

development of adult education program planning practi-
tioners will have been filled. The most readily accessible
for; which professional development could take is not
through the development of graduate level programs of train-
ing or even through an elaborate program of in-service

training workshops, but rather, through the relatively inex=s

pensive medium of the printed word. These training materials

will thus have the potential for impacting’ broad scgments of

practitioner groups which might otherwise have been unaffect-
ed by developments in the area of needs assesshent. Third,
the active involvement of practitioners on both the grass
roots level--policy implementers--and on the highest levels
of institutional leadership--policy makers--would provide

the ideal mix for the innovations in practice proposed with-
in the needs assessment training materials to be fully
adopted. This broad adoption within the field will consti-
tute é major contribution of the professionalization of
practice.

Thus, this project is expected to result in the prep-
aration of valid, reliable, and useful professional develop-
ment training materials which will be readily accessible to
all adult education program planning practitioners and
which will have a high probability of being broadly adopted

by the field. The ultimate benefit will be the contribution
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of the project to the improvement of the aquality of life
for individuals, institutions, and communities.
Summary
This hapdbook is designed to fill a void in the nceds
assessment 1iterature available to the adult éducation pro--'E
} 1
gram planner. The needs asscssment literature specifically
written for assessors has been deficient in two respects: |
first, little or no dircction on id?orﬁation identification,
location, callection, organizing, and interpretation and;
second, few allowances for the diversity of contexts and
institptionai setting;lin which assessors;find themselves.

We will provide you with the planning tools for effec~
tively conducting a needs asscssment. We cannot give you
answers for your needs assessment, but we can help you find
the answers which are best for you. These matcrials are not
an’end in themselvcs--they are a means to an end. Each
basic decision should be faced before you jump ahead and
find yourself overwhelmed by the nceds assessment process.
Needs assessments are not simple, but they can be if cqrtain
definitive steps are taken. To be effective and provide

you with a valid and reliable programming base, care must be

taken at each step in the process. Good luck as you begin.

to
<t
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CHAPTER IT

DETERMINING WHAT INFORMATION TO COLLECT

Introduction

Analogy

This booklet is not unlike taki . rdictunes. 1t should
appeal to the amateun and the not-so-amateun photographen 4An
all of us. Can you see younself niding afong a great Texas
highway and being caught by a beautiful display of wildgfLow-
ens? You stop the can, and because you axe struck with the

¢ scene, you reach for youn handy camera. What do you do §4ns1?
Typically, you will try to cutch just the picturne that wilf
have the most meaning for you. Do you wani the cloud-§4€Led
sky, the mesquite, and brahmans included in the pdictune? 04,
do you want a scene of the weather-wotn nestrhainding fence
and windmiff facing towanrd the sunset?

Aften you decide on which vista 44 the most appropriate,
you wilf want to focus 4in and make sune you incfude all of the
elements that wade your imitial decisdion s0 appealding to you.
You will want fo includ2 all of those featuncs which make ZLhe
wildfLower scene a quality scene for you. Then, the instant
click and forever--or almost foneven--you have cought {f. Tt

15
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i4 impontant that those.clements which arne most precdous to
you ane clLean and discennable once the process of develop-
ing the coloned §ilm has been completed. Aha! you have done
it!  Vou can see the various hues of colorn in the sky; the
diffenences in the moods of the overhanging clouds; the
patch of hundrneds of bLuebonnets and Indian paintbrushes,
which fonm a penfect backdrnop for a s0ft and penfect Anten-
mingling of a single paintbrush and blLuebonnel, 4o penfect
that you can almosdt smelf them. VYou are even Aune that you
can amell the brahmans and hean them contentedly chewding.

You have moved f§rom scope, through focus, Lo measurne-
ment in a proceds that is neplicated each day a miflion times
oven by each one of us. Tt 48 this same process that we
ane anxious to help you necreate duning your needs assess-
ment activities as the basis fon youn educational progham-
ming. We want to hefp you capture something meaning ful by
carnefully identifying the Acope for younr study, getting
a good focus, and then capturing it in great detail, nepli-
cated forn future nefernence.

Purpose

Many folks just like you are faced with the prospect
and responsibility of building educational programs for
adults. You may be in the process of exploring new missions
for your institutions, determining future programming optio;s,
prioritizing existing missions, analyzing your adequacy in
meeting existdng missions, identifying new or inadequately
served client groups, or diagnosing problems in program imple-
mentation. These undertakings are often highly intuitive
and creative processes, which at times defy analysis.

To complement these processes, we propose that you begin
the program planning process with a needs assessment designed
to help you deal systematically with the critical questions
and decisions which ought to be addressed before any program
development begins,

It is the purpose of this booklet to help you determine
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the séope, focus, and measures of your needs assessment
undertaking: to help you determine what information you
want to collect in your study. The possibilities are
indeed limitless for amassing endless universes of informa-
tion in the needs assessment process, ; Yet, surely one of
the most critical and delicate challenges facing the de-
cision maker is avoiding an overabundance of irrelevant
information. The best safeguard against such an unfortu-
nate development is to build a system that reflects who

you are and where you want to go: a system which feeds
that type of information, and only that type of information,
to you which can effectively help you get from here to
there.

We will first assist you in this process of deter-
mining your needs assessment scope through an analysis of
your mission and your immediate and long-range concerns.
Next, we will assist you in identifying appropriate goals

. for assessment in your undertaking. Finally, we will
help you specify comprehensive and sensitive measures for
the goals which you have selected. These three processes,
each in their way, should help you determine what informa-

tion to collect in your needs assessment. This is the

starting point of every needs assessment undertaking and
establishes the ground for your subsequent determination
of where you are going to gather the very best infrrma- |

tion.

-
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Detcrmining Scope

i Concept
To help you determine an appropriate scope for your
study, you will want to reflect upon those broad aiezas of
human striving which comprise, in the aggregate, the mis-
sions toward which educational programs for adults are di-
rected. Some groups, such as the_League of Women Voters,
according to their mission, work very diligently to improve

the civic competence and commitment of the men and women

in our society. Others, like community recreation depart-
ments, again in keeping with their mission, wecrk very dili-
gently to build skills and enjoyment in a broad area of
recreaticnal pursuits as well as commitment to strengthen
social interaction within the community. Training within
the fire and police departments is directed primarily to-
ward upgrading and updating the technical skills of all
employees and also toward insuring the safety of the entire
community.

Almost all groups and agencies who work with adults
identify with one or several of these broad classes of
human ;triving as their part in improving the quality of life
for that bit of the world for which they have some responsi-
bility. Some agencies may focus on areas like the spiritual
enrichment, the emotional development, or the personal
interrelationships of adults. Others may haver a major

concern for the adults' general educational competence or

w
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vocational updating. There are also agencies concentrating on
the promotion of physical well-being or meaningful leisure
activities. Education contributes in many ways to the develop-
ment of adults and thus to the society in which they live.

Thus, scope is defined as those facets of human develop-

ment which are to be studied in the needs assessment.

Process

_ To specify the scope for your needs assessment, we sug-
gest that you give consideration to the following five steps:

First, you are advised to identify your mission. What

broad educational programs or services are you mandated to
provide for persons? The mission is a typically broad
statement which shows the rationale for the existence of an
entity, what it is broadly intended to achieve for people.
It usually includes its role and its range of operations:
it may further include its programs. In most cases the
mission is cited in a very formal, written statement in the
philosophy or policy section of one of your institution's
publications. For that reason, your mission should be
readily available. The mission identified provides you with
a legitimacy in your educational undertakings and specifies
an appropriate sphere for your activities. For example,
EARN is a city-wide program, funded by a local community
college district, the Texas Rehabilitation Commission, and
the Bureau of the Handicapped of H.E.W. 1Its purpose 1is to

provide the means whereby moderately physically handicapped
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adults are given the opportunity to improve their pre-job
competencies in order to become job ready.

Second, identify a list of immediate concerns. The
list may be almost endless or very brief. It should be a
unique reflection of you and your concerns. Are you, as a
training director in business and industry facing t?e.task
of establishing priorities for your major program are1s?
Are you concerned with an unwillingness of your secretarial
staff to participate in programs designed for them? Do
your personnel prefer to engage in training programs offered
by the community college rather than the ones that you are
offering? Did your central office just recently mandate
that all training directors conduct a needs assessment of
preretirement employees because of the available federal
pilot funding for demonstration programs with this particular
group? Detailing out all of these immediate concerns should
give you a better picture of a number of the necessary tasks
you have to handle in the near future and may help to high-
light the most appropriate scope for your needs assessment.

Third, identify a list of long-range concerns. As
director of library services for adults, what are some
issues that you might be facing within five to ten years
time or some definite trends of institutional development
for which you should start preparing? Are you being pressed
by a changing pattern of information storage and dissemina-

tion to move to new forms of storing and communicating
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information? What elements‘of the communications revolu-
tion do you need to explore? How will you fulfill your

role of improving the functional literacy of the entire
adult population in your service area? Are you anticipating
changes in your institution's structure or division's func-
tioning? Are you preparing to move heavily into a major
volunteer staffing component adult services program? Devel-
opment of a list of long-range concerns will help provide
you with a better sense of the direction for your needs
assessment undertaking,

Fourth, you should analyze your mission statement,
your immediate, and your long-range concerns by judging what
information would be most relevant and appropriate for this
needs assessment undertaking.

Finally, you should decide the scope of this needs
study. It is only you who can decide what information you
should gather in your needs assessment undertaking. Select
those major facets of human striving that are of particular
concern to you for the time being.

Thus, the Principle for Practice is to determine a

needs assessment scope which is relevant and appropriate

given its institutional mission, its immediote, and its long-

range concerns,

Determining Goals

Concegt

o oY
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In this section, we are going to introduce you to the
concept of goal and, in the process, help you to identify
what would probably constitute important and unrealized
goals for study in your needs assessment.

Goal is defined as a desired end state which both con-

tributes to the definition and the realization of the scope

of your needs assessment. In other words, goals are state-

ments describing a broad intent, state, or condition of the
areas to be addressed in the needs study. Goals are refine-
ments of the scope. Further, just as needs assessments
should flow from and be tailored to the unique institutions
or educational entities undertaking them, so should the goals
flow from and be tailored to the scope addressed in the needs
study. For example, if, as the community college, community
service division, we are going to study vocational needs of
high school dropouts, one possible goal would be "to improve
the prevocational skills" of this target group. Or, if I am
involved in vocational and social development as the Local
Garment Workers' Union director, appropriate goals might in-

clude: increasing participation in union activities or im-

provement in skills of representing colleagues to manage-

ment,
A goal is seen as a positive and worthy attainment.

uch as "reduce"

Even though words with negative implications

or "eliminate" and "heart attacks" or "unemp oyment" may be
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used, the ultimate intent of the goal remains steadfast,
namely, to effect positive change. Thus, some examples of
health-related goals may be to decrease incidence of teen-
age pregnancy, to reduce the incidence of employee accidents
in the work setting, to increase the level of physical
activity of residents in a retirement community, to increase
the level of early detection of glaucoma, or to reduce the
incidence of alcoholism among women in the home setting.
These still constitute goals since they contribute both to
the definition and realization of your needs assessment
scope: physical well-being of the community. ~

Process

We are going to propose a three-step procedure to help
you to develop relevant goals:

In the initial step we suggest that you develop an
extensive listing of goals which contribute either to the
definition or realization of the scope of the neceds assessment.
They should contribute to or facilitate the full attainment
of an identified scope. Further, we suggest that you refine
the goals list by eliminating or restating those goals
which overlap, You may also want to consider eliminating or
restructuring goals that cannot be measured. For example,
as the County Mental Health Association Board of Directors,
some goals you identify under the category of emotional
needs of divorced women may be to improve self-concept, to

enlarge the friendship circle, to adjust to a new life role,
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to develop new interests or hobbies, to reduce dissatisfac-
tion in the present life role, or to reduce uncertainty of
the future life roles. You may find that the goal of adjust-
ing to a new life role covers whet the last two goals indi-
cate. You may also find the "self-concept" in the first

goal is difficult to measure. Thus, you might want to re-
phrase the goal thus: "to think positively of oneself."

When you complete this step, you will have produced a list-
ing of discrete and measurable goals.

Secondly, analyze the goals in terms of their importance
in contributing to the realization or lack of realization
of your needs assessment scope. In the above example, the
first and third goals would probably have a high priority
in terms of the emotional needs of divorced women. Further
analyze the goals in terms of whether or not they have al-
ready been attained or realized.

Third, decide on the goals which you will study for your
needs assessment. Eliminate those goals, if there are any,
that are of minor importance to the sealization of your
scope. Further, you should eliminate those goals that you
judge have been adequatefy realizea already.

To conclude, the Principle for Practice is to identify

goals which are both important and unrealized.

Determining Measures

ConceEt
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As mentioned ptreviously, in a needs assessment, there is no
point in dealing with goals that cannot be measured. - That
means that a goél should allow for specific translation in
terms of performance, and the needs assessor must be able to
determine whether or not some desired outcome has been ac-
complished. Thus, it is the purpose of this section to
assist you in developing comprehensive and sensitive meas-
ures for the goals which you have judged to be both impor-
tant and unrealized.

Supposing you feel ill and you visit your doctor to
find out why you feel poorly. How can your doctor tell
whether yéu are healthy or not? He looks for symptoms;
he also looks at a great number of specific measures like
blood pressure, pulse, weight, visual acuity, gait, temper-
ature, triglycerides, and cholesterol count to name but a
few which serve as indicators of health status. In other
words, he uses specific physiological measures as a refer-
ence, and he checks these measures against certain standards
or criteria for normalcy in making judgments about vour
health. The same thing happens to our definition of goals.
We need to identify specific measures which would help us to
know whether or not goals have been attained.

Thus, measure is defined as an operational statement

or indicator for either one dimension of a goal or a com-

plete goal. It is a yardstick that helps you to detect or

recognize whether, and in what dimension, a goal identified
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for your needs assessment has been attained. Some possible
v measures for the coal "impfoving the cardiovascular fitnsss

of the population in th community" would be: first,lfhe

number of hours an indiv§dual spends on outdoor activities

per week; second, the nﬁm er of days per week a household

eats a balanced meal comprising the four basic food groups;
or third, the number of hours an individual spends sleeping
per day.
Process

Now,‘we are going to propose these activities which
would yield comprehensive and sensitive measures for your
needs assessment:

First,identify as many specific measures for each of
the goals as possible. The more specifics you can come up
with, the more you will be able to tell whether or not
your goal statement is being measured adequately.

secondly, analyze these measures in terms of their
contribution to comprehensive and sensitive measurement of
each of your goals. For example, if, as the Community
Education Director for a suburban independent school district,
one goal of your needs assessment is to improve the English
language proficiency 6f Vietnamese immigrants, some poOS-—
sible measures for it might.be: the recognition of one

hundred of the most common Fnglish words, the recognition of

common traffic signs, the ability to express basic requests
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and responses in English, thpnability to speak English with
correct intonation and accent, the ability to understand
English when spoken at a normal rate, and lastly, the ability
to comprehend whaé.i; spokeﬁ. Now, ask- ;elf if'you

have explaored a éompféhensive list of measures fo- English

p;oficiéncy. You have dealt with some English proficiency

skills concerning bz sic vocabulary, speaking, and listening.
o

.What about the dimension rélating to skills of reading, like

the ability to read at an eighth grade level or the ability
of the student to cdmpiehend what has been read and to in-
terpret th¢ material in his own woras? What ébout the di-
mension wriEing,.like the ability to summarize what has
been read with correct grammar and septence structure?

What about the dimengigp of life coping skills, like the
ability to apply correctly for émployment or to locate suit-
able housing for the .family or schooling for the chiidren?
You see, it is important that you spend some time to review
the list of measures to make sure it is comprehensive and
that you have not 'left out any significant dimensions of
the goal to be measured., You will want also to'aéglyze

those measures in terms of how sensitive they are in identi-

‘fying differences reflected by lapses of time or differences

within the population to be studied. 1f, as the president
of a local League of Women Voters chapter, you use voting

participation in presidential elections as a measure of the

2
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goal of impréving:the political activism of American citi-
zens, it is a méasure that occurs only every four years and,
thus, is not sensitive enough to measure the political activ-
3 a ] N
ism of American citizens on a day to day basis; ‘it is not
sensitive to changes that’ are occurring over’time. Further,

if as a Co-Op director you use the possession of a high

school diploma as a ‘measure for the goal to improve the pre-

r

vocational skills of young adults, ages sixteen ihrough
twenty-five, it is cbvious that this Is not a sensitive meas-
ure for those in the age group si§teen through eighteen,‘or
it may not help you identify minority youth who have pre- :
vocational skills but are still unemployed. .
Finally, decide on those méggures that you will use in

your needs assessment to study your identified goals.~~

Thus, the Principle for practice is to develop measures

which insure both comprehensive and sensitive measurement

of identified goals.

Summary

in determining what information you should ?olleCt in
your needs assessment undertaking, you should first deter-
mine the scope for your study. Next, you shoulq develop’
goals appropriate to this scope; lastly, you should identify

good measures for your goals.

Scope is a statement setting substantive limits to your

*

study and identifying those areas of human striving upon
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which your inquiry will focus. %You should be abie to iden-
tify your scope in terms of relevance and appropriateness
to your mission and to your immediate and long~range con-
cerns.

Goal refers to a desired end state which contributes
to the definition and realization of the scope of your need s
assessment. The goals which you judge to be both important
and unrealized should be pprsugd for‘stuéy.‘ -

_Measvre is -an operational stateﬁent for either one di-
mension of a goal or a complete goal. It is used to quan-
tify a goal. Your development of comprehensive and sénsi-
tive measures will help you to detecg whethey and to what
degreeg, the goals‘identified for your needs asséssment have
.%een attained. .

After deciding what information to collect for your
needs assessment, are you anxious to kﬂgw who'fo approach

and where to go to gather your needs information? We will

.orient you to that in the chapter that follows, Determining

where Information Can Be Found.

2
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CHAPTER III

DETERMINING WHERE INFORMATION CAN BE FOUND

Introduction

Analogy

Sunefy, most of us have gone f§ishing at some point in
our £Lves. Perhaps many of us go fighing a good bit of the
time. 1§ you have any feel for the great sport, you should
be night at home with Lihis instructional bookfLet. You wilff
not be Left "at bay”. !

The §4inst item on youn agenda 48 to determine what kind
0f defectable or trophy, as the case may be, you want fto
catch. What is At that you are after anyway? This 45 fust
the question that the previous instructional booklLet set out
to have you think about. VYou have always had a fascination
with oystens, Let us say, especdially the ones with the Little
pearls in them. VYou have always been secretly dreaming
about having that kind of Luck in retrieving what you wehe
agten.

ComMReIsL ‘
OYSTEAS .

®

wilpn. L, it s Pt Y it e e e .-"--'.4@ “ et

You have sevenal alternatives open before you 4in youn
quest foxn oysters. The be all and the end all L8 to catch
the Little buggens. VYou may decide to journney down fto the

30
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gult and at the docks, beg to ask the commenciaf (.Lshenrmen
just whene they found the biggest caiches that day, or you
may decide to check with the stafe Fish and Game Depart-
ment Information Officen and set out, based on the informa-
tion he could provide. VYedi again, you may rely on the
menchants whose stock and trade is hunning deep sea f4shding
jaunts forn a hopegul public; you may decdide to study the
marnitime charts available in the Conpus Museum of Zhe Texas
Gufg; on you may decide that you are an honest, s4incene,
upnight, and rneasonably inteflfigent fisheaman, and you may
nely s0Lely on yourn own resounces to help you to get fo
what you ake seanching fon--the oysten--preferably with a
pearl. You may even have to deal with finding discrepant
information as you tap into the vast and diverse stone 0f
information. And, of course, you wilf have to deal with
this divensity before you astually set wut on your great f4sh-
ing expedition, but this {4 an Lssue toibe dealt with at a
Later point. Now you want to tap into those sounces which
can give you Zhe best information.

Thene, the analogy stops, for An the wornld uf human
affains, you not only could nely on younself, tne word of
select expents, an array of already availfabfe information
tucked away in neat Little channdes, but you afso could
ask the "oysters™ the question of whene they ane. This book-
Lot will Lead vou to Ldentify the most appropriate sources
0f Aiformation.

Purpose

As stated briefly in An Introduction to Needs Assess-

ment, this chapter is designed to help you explore the major
alternative sources of informatiou for your needs assessment
and to provide you with some technigues for locating such

sources efficiently.

Suppose you are in the process of identifying the needs

of your client group, whom would you approach d«nd where

would you go to elicit good information? Quite prokably, you
might go to your supervisor or someone you have identified as
having special knowledge or experience; you might want to

talk to a number of your clients; or you might simply review
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an array of records or reports which you judge relevant to
your inquiry. Multiple sources of information do exist, and
each of them would provide us with a different perspective

of the reality. In undertaking a needs assessment, it 1is
important that we tap into multiple and appropriate sources
for information not only to insure a comprehensive grasp of
human needs, but also to counter-balance any individual bias
of the information providers. So you see, you are on the
right track; but in order to simplify the situation, we
group these various sources of information into two major
types. The first type is being referred to as the key in-
formant source which includes both authorities and tarzet
population; the second type is being referred to as recorded
material which includes printed as well as audio or visual
information. These three concepts, authorities, target popu-
lation, and recorded material, will be defined and the process
for their identification will be described.

The previous chapter has helped you answer questions
about what information to collect, moving from the deter-
mination of scope through goals to measures, to form the
basis for the rest of your nceds assessment undertaking.

This chapter assists you in determining where you can best
obtain this information. Then, the following chapter will
help you select from among many approaches, the best for

you in effectively collecting the needs information.
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Determining Target Population

In the following section, we will introduce you to the
concept of target population. We will also provide you with
five basic steps for identifying the target population for
your study.

Concept

Target population is defined as that group of persons

identified as the focus for study in the needs assessment

undertaking. This group, in fact, can be described as the
potential owners of need. The group constitutes clientele

or potential clientele for your future programming activi-
ties. 1In contrast to a focus on authorities who would assert
or prescribe needs for others, the target population can
speak in its own behalf. They, from their own perceptions,

can describe their present status and their levels of aspira-

L]
tion. For example, as a county extension agent concerned

with nutrition of the families within your county, it is
possible that any one of the following or several of the
following groups would be identified as your target popula-
tion: women in the low rent housing complexes in the cities,
women in the rural areas of the county, elderly members of
the county who are relying on their own resources to procure
and prepare daily meals, families on food stamps, single
working men and women in the community, pregnant women or
women with infants, and the handicapped. Any one of these

groups or several groups in consort could be realistic target
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populations given your role and responsibility within the
extension service.
Process

Now we are going to recommend basic steps in determining
your target population for the needs assessment undertaking:

First, develop a list of groups that are relevant to
your institution. In other words, you need to identify those
you are mandated to serve, by reason of your mission. For
instance, 1if you are a regional training director in the
southwestern Life Insurance Association, the population which
is relevant to you would most likely be the full range of
pank clerks in the various departments of the bank, the first
line supervisory personnel for each of these departments, as
well as department officers for each of the six banks and
their branches within your region. Quite a different popu-
lJation would be relevant to you were your role one within the
personnel office as director of public relations and public
information for the insurance association. Identifying your
relevant population most often will involve you in specify-
ing your clientele and your service area.

gecond, identify those populations or groups about
which yru have dome current concerns. They may be groups
receiving emphasis or priority attention of your institution.

For example, the Continuing Education Division of Monticello

University aims to provide continuing education programs for

all high school graduates age sixteen or over in the greater
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Dallas-Fort Worth area, which is their population of rele- .
vance. However, they have been making a major investment in
programs for mid-management and upwardly mobile women from
business and industry in the greater metroplex who then be-
come a priority clientele or current concerns group. It is
also advisable to identify any group or groups who are not
currently being served. Thus to refer back to the county ex-
tension agent, it is quite possible that her relevant popula-
tion is all teens and young and not-so-young adults in the
county who are responsible for their own and/or others'
nutrition. Perhaps, at present, rural women with young
families are being served almost exclusively and the single
working man or woman living alone or the urban heads of house-
hold on welfare have not been served at all. Seeing clearly
your clientele and service area, your priority groups and
those not being served helps highlight the choices which you
have before you in terms of identifying a target population
for your needs assessment undertaking.

Third, identify any groups which tend to emerge in an
exploration of your long-range concerns. As the library
director for adult services in rural Manilla County, you may
be especially concerned about the long-range personal, family,
and community impact of the non-English speaking, unemployed
minority wives and mothers. You may also be concerned, as

the county appears to be losing its vibrant agricultural

base, on how to help those small farm families who will
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remain to supplement their family incomes through home-
bound craft and "industry."

Fourth, your next task is to analyze what you have identi-
fied in the previous activities in terms of the appropriate-
ness and relevance of these groups as a focus for your pre-
sent study.

The fifth step is to decide on your targe* population.

At this point, your basic intuition and hard won expérience
come to the fore and assi % you in making the value judge-
ment. There may be instances in which it is advisable to
include as a focus for your study all of your clientele in
your service area. You may want to study the nutritional
needs of all of those whom you have been charged ‘to serve.

on the other hand, you may decide that a strategy of "divide
and conquer" is what is called éor and so you are going to

study at this time only those groups who have been neglected

‘through no fault of their own but rather only because of

your lack of time and resources to respond to them. Or
perhaps, those groups whom you have been serving with the
"good old stand-by programs" seem to be growing weary of the
same old basic food groups routine. There may even be in-
stances in which you are in the throes of developing an
entirely new dimension within your mission and therefore you
choose to study as a target group some collection of persons
previously not part of your relevant population at all. It

is important to select as a target population that group or
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those groups whom you judge as ripe for study at this time.

Thus, the Principle for Practice is to identify the

target population for the study.

Determining Authorities

In this section, we are going to introduce to you the
concept of authority and the most effective process for
locating representative authorities.

Concept

-Authority is defined as an individual with superior

knowledge and/or extensive experience in a given area of

human activity. Authorities may be public officials; leaders

of local pressure groips; professionals; administrative or
program personnel in community agencies, business and in-

dustry, civic agencies, welfare groups, and religious in-

stitutions. Mor% specifically, if, as the chairman of the

county ministerial association, you are going to study the
emotional development of your target population in the needs
assessment, some authorities whom you might approach for in-
formation would likely be fellow ministers, directors ok WO~
men's centers, directors of mental health centers, or certain
health-related professionals such as psychiatrists or psycholo-
gists. Authorities can be found within both the formal public
and private institutions as -'ell as the vcluntary associations
of the community. These two types of entities, the formal

and informal collectivities, aie structurally and functionally

unique and differ markedly in their ability to respond and in
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the mode of their response to new and unmet needs. Thus,
they fulfill ideally complementary functions within the com-
munity. At times, authorities may be independent individuals
who are knowledgeable about the needs with respect to a par-
ticular goal or for a particular clientele of interest in
your needs assessment. Thus, they are also good sources to
tap for need information.

Process

Now, we are going to recommend four basic steps for
efficiently locafing rgpresentative authorities as sources of
information in your needs assessment:

First, you want to develop a list of institutions and
associations relevant to your needs assessment inquiry, namely,
those that are providing goods or services related to the-
goals identified for study in your needs assessment. Identify
within those institutions those professionals who are most
likely to be able to provide substantial information to you in
your needs assessment undertaking. For instance, if you are
the director of an area council on aging and deal with the
physical needs of senior citizens in a certain community, you
definitely want to approach the local director at the senior
citizen center in your region. You may also want to visit
with administrators from nursing homes and community health
centers in the district as well as the officials of local
senior voluntary programs such as the Retired Teachers

Association (R.T.A.), and the Retired Senior Volunteer

(1]
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Program (RlS.V.P.).

Second, develop a listing of independent individuals in
the community who have special knowledge and/or experience
about the need areas to be addressed in the study. Céntinue
your list by brainstorming for éhese ipdividuals: Mr. Sam
Johnson, who is an energetic volunteer helping with the local
community programs on aging; Miss Sadie Russell, who has
adopted several elder citizens from the nursing home as.
foster grandparents; and Colonel Sanders, who 1is the chair-
man of the local senior citizens club. You surely don't
want to miss them while gathering need ihformation.

Third, analyze th se lists of institutional prof=s-
sionals and independent individuals in terms of the magnitude
and uniqueness of their congribution to the realization of
the goals you have identified as areas of inquiry in your
needs assessé;;t.

Fourth, decide on the institutiona. professionals and
independent individual authorities whom you would‘actually
approach in the needs asigssment undertak}ng.

Thus, the Principle for Practice is to identify repre-

Ay
sentative authorities who are involved in making significant

and unique contributions to the goals and target population

of your study.

Determining Recorded Material

In this last sectibn, we will discuss with you the basic

types of printed information and help you to judge the
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accessibility of each one of them in relation to your needs
assessment undertaking.
Concept

Basically, recorded material is defined as data already

collected and available. It might be statistical series,

references, films, video tapes, or computer data banks con-
taining information collected by persons or agencies for pur-
poses other than your needs assessment. They may be govern-
ment docuﬁénts, census reports, service records, agency files,
literature, documentary publications produced by professional
associations, or research studies done both in the public

and private sectors. For example, as a member of the re-
cently formed community group, Citizens for a Healthy Hondo,
you may have decided to study, among other things, potential
substance abuse within the community as reflected by the

) following six measures: annual dollars spent on non-pre-. v
scription relaxants, annual dollars spent on prescription
relaxants, annual dollaré spent on alcholic beverages, annu-
al dollars spent on cigarettes, annual dollars spent on
coffee,“and annual use gf prohibited drug substances. You
could apgroach a pharmacist‘for information on his or her in-
ventory or sales recorés for non-prescriptive tranquilizers,
sleeping preparations, and muscle relaxants. You could do
the same for records on préscriptions, Supermarkets, gas

stations, and convenience stores have records of volume of

cigarette sales. Liguor stores have records of sales of
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Se

alcoholic beverages on at least an annual basis. For low
alcoholic content beverages, again, records of convenience
stores, supermarkets, and service stations could be tapped.
Further, you may have access to the statewide study conduct-
ed in 1978 on substance abuse by regions within the state
according to age and sex for tﬁé population over sixteen
years of age. Other relevant recorded mat%;ial might also
‘be available to you in your needs assessmenéﬁ
A

Process

We are now going to suggest three steps in the process

for locating recorded material.

First, you will want to identify possible recorded ma-

!
!

terial that will give you information relating to your area

- a

of inquiry. Brainstorm a list of known recorded materials.
It might include federal, state or local government docu-
ments, research stgﬁies, service records, agency records,
literature non—priht media, publidations produced by pro-
fessional associations and/or news items in local newspapers.

For example, let us assume that you are the director of

community education in Delaware County ang’ that one specific

goal of your needs assessment undqrtak' g is to improve the
pre-vocational competence of young agults ages eighteen to
twenty-one in your county. Your m Asures for this study are:

number of young adults in the county with high school diplo-

mas; number of young adults in thé county with previous

job experience; number of young adults in the county with
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markeféble skir..s; number of young adults in the county
actively seeking ﬁobs; number of young adults in the county
knowledgeakle o. jo0b ogenings; number of unemployed yound .
adults in the county who have been fired from previous jobs;
and the number of young adults in the county who have know-
ledge &f information, dress, and behavior required in applying,
for a job. The recorded material which you might identify
consist of: high school diplomas; academic records; stu-
dent files; placement folders; personnel office records;
errloyment office computer data bank records of applications,
hirings, and dismissals; /;chool district annual graduation
reports; transcript§ from college or vocational technical
schools; and armed forces recruiting office records. You
might € en be able tc .ocate a number of state or community
stuaies addressiny the vocational needs of young adults.
Second, you willowant tc analyze the recorded materiail
in terms of its geographical, legal, political, ethical, and
termpora accessibility. In other wcrds, you should ask your-
self a number of questions. First, is it physically possible
for me to get hold of each specific document or is it now
housed in Austin or at the Department of Defense or Educa-

tion? Second, are there any legal constraints that prohibit

me from obtaining the recorded material? Third, would
there be any political reasons that the recorded material
cannot or will not be made available? Fourth, would there be

any ethical reason for the recorded material not to be

:"~
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divulged? Fifth, would the recorded material have been
destroyed because records are only maintained for limited
periods of time? Using the above example, a large portion of
the recorded material may be inaccessible because of one
or more of the above considerations.

Finally, you will want to decide on those materials
which are accessible to your study while deleting the record-

ed materials that are practically inaccessible.

In other words, the Principle for Practice is to iden-

tify the type of recorded material which is accessible for

the study.
Summary

To refresh your memory, we would like to give you a
brief summary of what we have presented in this chapter.

There are two major information sources that you can
anproach in conducting a needs assessment. They are the
key informants, which includes target population and authori-
ties, and recorded material.

Target population comprises individuals who are the
subjects or focus for your study. This is the group that
could speak directly about needs which they themselves pos-
sess. It is essential that you identify and describe at an
early stage of your study the target population; namely a
group of potential owners of needs.

Authorities are professionals from institutions or in-

dependent, knowledgeable individuals who are tapped to provide
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information concerning the needs of others. A workable num-
per of authorities who contribute much or contribute uniquely
to the realization of the identified goals should be identi-
fied and approached for your study.

Finally, recorded material refers to all existing print
and nonprint records which could be employed for your study.
Your ultimate selection of information from these sources
would depend on the accessibility of the sources.

We hope by now that you have become familiar with the
various possible sources for need information and equipped
with techniques to locate them efficiently. With this
accomplished, we can address the different methods for

gathering need information. This will be the main focus in

the following chapter, Determining How to Gather Information.
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CHAPTER IV

DETERMINING HOW O GATHER INFORMATION

Introduction

Analogy

This booktet should be no morne foreign to you than youh
javonite pastime of extraciting a secnet and defectable necipe
frnom its protective inventor. This has got to be one of the
more fascinating games that people play. An if ever you have
played it, you have fLearned--probably the hard way--that what
you see on what you taste {s highly dependent upon the whys
and whenefones of some veny fancy maneuvens on strategdies on
youn part.

Well, tet us suppose that youn neighbon has become a
Legend in the immediate vicinity fon hen sifky cheesecake
extravaganza. For years you have been ifching to have the
necipe An your repertoine cf goods for special occasions.

That i4 what you have wanted alf aleng, fon a Long Lime.
Vou've often tried many tnicks of youn own to tny and approx4-
mate hern necipe, but to no avaif. You and yourn neighbons

have even compated what you did (n arnniving at your futcle

45
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nesults. Now you have decided upon a morne aggress {ve approach.
You politely ask fon the necdpe. What you get s, "I don't
want to give {t out because 4§ you use (t and do something
whong, you will pass the blame on to me, and that will be the
end of my fame in the cheesecake cincle." VYou next suggest
--aften a nespectablfe intenlude--that she jodin you as one ¢f
the chefs for the ELks annual fund-raising dinnern. Tegethen,
you both can prepane a cheesecake dessent. What you get

this time (s, "1t would be an offense against the palate to
senve cheesecake as a dessent fon a pancake and sausage
roundup.” Again, some months have passed, you encourage her

to entern the annual "desseni necdpe of the ycean" contest
which {5 being hun by the city newspaper. What you get hene
{5, "Those judges Lack any sense of fine cuisine; *they have
grown up on nothing but banbeque and beans. 1 have no inten-
est An subjecting my 'prize' to the indignities of such com-
mon folk." At one point you serdiously consdidern breaking and
entening, but dismiss this as too sLoppy an approach. Finally,
you broach the subject agadr. The occasion 45 the {inst
visit, in a three yean peniod, 0§ your mothern- and father-4in-
Law. VYou would Like youn nedighborn to do hen paxnt in building
famify nelationships by parting with hen necipe, She grudg-
ingly agrees., VYou make the cheesetake, and (t <5 a prize.

At Rast, you finally strhuck the night chord and you wene

able to get the information you 40 despernately wanted. Count
youn blessings, you may not have been 50 fontunate, Some of
us have eived through {niendshicps in which a special (ngredi-
ent on procedurne was omitted when the necipe was conveyed and
afl was not well.

Strnategdies to gathern (nformation are much the same as
Athategies to extrnact necipes. Alternative approaches need
to be considened 50 that what appeans most Likely fo succeed
will be chesen. 1t 45 a fine axt and care must be taken to
insune that you get what you ance aften, nothing mexre and
nothing tess.

Purpose

Having been introduced to techniques for identifying and
locating the major sources of information for your needs
assessment, you gill now be presented with procedures for
gathering that information. The purpose of this chapter is to
help you to develop and select strategies that are feasible
for you in your particular situation and that can provide you

with valid and reliable information in the nceds assessment

G
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process. An almost limitless array of strategies exist for
gathering data in the needs assessment process. No one sin-
gle strategy is the best stra%ggy at all times to obtain all
kinds of information from all sources of your information.
Depending on the type of information for which you are
searching, the source which you have available to you, as
well as other practical, real world constraints, considera-
tion must be given to each alternative retrigval strategy to
insure that the optimal strategy and/or strategies will be
employgd.

The chapter will consist of three major focuses. The
first focus is determining retrieval strategies for obtain-
ing need information from the target population you have
identified for your needs assessment; the second focus is
upon determining retrieval strategies for the authorities,
and the third focus is the determination of retrieval strate-
gies for recorded materials. Here, we will provide you with
guidelines for extracting data from the recorded materials
which are relevant and available to you in your study. Then,

in the following chapter, Determining How to Organize Infor-

mation, we will show you ways of organizing your information
once you have gathered it.

Determining Retrieval Strategies (Target Population)

In this section we will discuss some major strategies

for retrieving information from your target porulation and
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guide you in the process of selecting those strategies that
are feasible and are most able to provide you with valid and
reliable information for your needs assessment.

Concept

A retrieval strategy (target population) is defined as

a method whereby data relative to human needs are obtained

from potential owners of needs. For instance, you may choose

to reach the target population of your needs study through
some form of survey, through a group concerns meeting, and
through some selective personal observations. Each of these
approaches carries with it unique advantages as well as dis-
advantages. To make the best use of each approach, it is
important for you to be able to recognize these advantages
and disadvantages.

By way of a specific example, let us suppose that you
have been assigned full-time by the corporate training mana-
ger for Texas Instruments to do a "feasibility study" on the
development of corporate post-retirement career preparation
programnms fqr pre-retirement employees and their spouses.

You have been allocated six months for your study, have been
provided with an assistant, a secretary, and a budget of
$20,000 for non-personnel expenditures. Assuming that you
have made careful determinations regarding the information
with which you ought to fortify yourself and the ideal key
informants (target population and authorities) and re-

corded materials to consult, the following scenario

2
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is quite likely in terms of your target population data
collection strategies. You make plans for an extended on-
site visitation of the two model programs currently in the
third year of operation within a sister industry in the
country. You make plans for observing the operation and for
meeting with current participants, "enlistees" and "gradu-
ates" of the program. You also make plans for open plant
meetings for the employees of T. I. ages forty and over and
their spouses, as well as plans for a mailed survey of person-:
nel retired from T. I. within the past two Yyears.

Process

To identify comprehensive, valid, reliable, and feasible

strategies for retrieving-information from the target popu-
lation of your needs assessment, we propose that you follow
four steps:

First, develop an extensive listing of the possible
strategies for retrieving data from your target population.
One type of, strategy would involve individuals responding
indepeﬁdently to your stimulus guestions; mailed question-
naire surveys, personal individual interviews, telephone
studies, newspaper, or other media surveys are of this first
type. A second type of strategy would involve the retrieval
of data from groups of people; open forums, panel discus-
sions, town meetings, informafion sharing groups, seminars,

workshops, conferences, or meetings with an advisory group
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are of this second type. In addition, don't forget that
there are numerous informal ways of reaching the target pop-
ulation in your needs assessment.

Seconq, having identified your target population for
the needs assessment and a list of alternative retrieval
strategies, you will want to identify some characteristics
of that group. This procedure has sqveral important con-
sequences: first, you will be in a better position to
identify a sample of the target population when you begin to
gather information (if it is not realistic to survey the en-
tire target group), and second, you will be in a better posi-
tion to summarize and interpret your da:ta once they have
been gathered. The best way to start identifying the char-
acteristics of your target population is to take a serious
look at the goals you have chosen to study at the same time
you look at your selected target population. Perhaps, as an
extension agent, your goals include: the improvement of
nurtition, the development of responsible fiscal budgeting,
and the improvement of housekeeping maintenanze. Let us also
suppose that your target population consists of all women in
the rural communities. What are some of the ways you could
identify critical characteristics of such a large and diverse
target population? What characteristics or descriptions are
likely to be important given the target population of women
and the three goals for study? We would suggest, as a start,

that age, economic bracket of household, number of persons

7
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in household, farm or non-farm household, ‘section of the
county, and employment status might be important character-
istics to consider. These characteristics are important
because they help you picture more clearly just exactly how
diverse your target population is likely to be. Fortified
with such an awareness, you will be in an excellent position
to identify a representative sample of this target population
as key informants for your study. . Further, recording these -
characteristics during the data collection process will héI;
you determine who in the target population actually have some
needs; it may be exclusively the non-farm women or those
raising five dependents on welfare checks and food stamps.
Obviously, needs will surface for some subgroups but not for
all of your target population. Knowing this and collecting
this kind of information ultimately will enable you to target
your educational and service programs. Many population char-
acteristics can be classified as they relate to personal sta-
tus like age, sex, race, native tongue, and citizenship; to
residence, like place of residence or type of residence; to
affiliation, like religious affiliation and membership in

- community groups; to family, like marital status, number of
children, and members of hcusehold; and to socio-economic
status, like years of school completed, income per year and

occupation. However we should not hesitate to identify other

characteristics which are appropriate given the goals and the
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LuiN

target population of the s£udy. .
Third, compare the relative advantages and disadvan-
tages of each strategy. Will the strategy provide valid -
and reliable information? Will it give you a comprehcunsive
picture of your target population? Is it feasible? Let us
look at another example. You, the Associate Director of the
Valley Co-op, have just received funding from the Tecxas Edu-,
cation Agency (TEA), Division of Adult Programs, to conduct
a pilot program in nutrition education for migrant women in
the Valléy. You have décided a needs assessment is appropri-
ate. You are anxious to learn how these women perceive their
needs. You have decided on a mailed survey guestionnaire.
Hoid everything! Mailed questionnaires have been employed
very effectively in the past in various settings to deter-
mine nutritional needs of women, so it is not an untried
method of data collection. But, do migrant families have
addresses that would make postal service delivery likely?
Are all migrant women literate in the language of the survey?
Are they apt to be skeptical of responding for fear of some
powerful entrapment? Are they ashamed of their conditions
and of what they feel would be an imposition of anglo eating
customs and norms? Has "schooling" ever been a positive force
in their lives? Would a mailed survey--assuming it was de-
liverable and could be read--be an appropriate data collection

strategy given the major attitudinal barriers that are likely

to exist?
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So; in general, it might be safe to say that a mailed .
questionnaire in a survey allows wide coverage with minimum
expense; affords wide geographical contact; reaches people
who are difficult to locate; and gives the respondent time
to respond, opportunity to consult with someone else and a
chance £o respond inéependently. It is also possible to say
that in general the mailed ques{idhnaire‘provides no guaran-
tee of response rate, provides no guarantee of the ability
or willingness of the respondents to provide information ana
provides no guaraﬁtee against the possibility of misunder-
standing or misinterpreting the items in the questionnaire
since there.is no opportunity for probing questions or ob-
servations on the part of an interviewer.

Problems likewise can occur with telephone surveys,
newspaper surveys, or even door to door interviews. Further,

strategies that involve interpersonal group interaction like

kfonsensus meetings, town meetings, and such are likewise

z

Xy

, rarely the perfect solution.

Now, you might wonder which single strategy 5r collec—
tion of strategies would best serve your own needs assesé—
ment undertaking. Unfortunately, there are no universally
accepted answers, but there are guidelines which you can
follow; namely, review each strategy againsg the backdrop of
what information yon wish to collect and from whom you wish

to collect it, then rigorously note the advdntages and dis-

advantages of each strategy. A caution is in order. It is
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helpful to remember that, regardless of the approach which
you choose, there will be limitations inherent in that ap-
proach and you must be aware of those limitations if you

want the ;trategy to work to youf advantage. .

Further, in this our third step, we suggest that you

’.

<
analyze the availability og human skills, personnel, time,
finances, and physical resources either within your institu-

P

tion or which are otherwise at your disposal for the needs
o, A N\ .

assessment undertakilng.- Those strategles which you ultimately
select must be feasible.

Fourth, ycu shquld select those data collection strate-
gies which provide you with the most valid, comprehensive,
and reliable information and which are at the same time
feasible for you. In other words, make sure the strategies
you employ will provide you with the answers you are seeking
and would elicit comparable responses were you ;o guestion

similar groups or the same group at a later date.

Thus, the Principle for Practice is to select comprehen-

sive, valid, reliable, and feasible information retrieval

strategies for your target populétion.

Determining Retrieval Strategies (Authorities)

In this section we will review the concept of, and pro-
cedures for, determining retrieval strategies for the authori-.

ties selected for your needs assessment.

Concept
A retrieval strategy (authority) is a method whereby

-~
.
4
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data relative to human needs are obtained from knowledgeable

professionals/authorities. Let us say, for instance, you the

coordinator of a newly established Training Center for Small
Business Management, have decided to start your curriculum
building process with a needs assessment. Certainly you
would want to obtain information fromvproprietors of small
businesses in your community, your target population. Hcw-
ever, it is also imperative to obtain some input from special
authorities. A listing of some of those who might be consid-
ered would include lawyers, real\estate agents, rank officers,
and Chamber of Commerce representatives, to name but a few.
The question facing you now, however, is how best to nbtain
the information which these authorities possess.

Process

7o identify valid, reliable, and feasible strategies for
retrieving information from your authority group, we suggest
that you follow the three steps which we propose:

First, develop an extensive listing of the possible
strategies for retrieving data from your authorities. As you
will recall from our discussion on retrieving information
from your target population, strategies will either involve
obtaining the information as ir .ependent responses from each
individual authority Or obtaining responses from the authori-
ties as a collective body: survey questionnaires, telephone
or face to face meeting, task force meetings, and conference

calls are but a few of the retrieval alternatives available
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to you.

Second, analyze these strategies in terms of their
validity, reliability, and feasibility. Again, it cannot be
emphasized too strongly that the strategy has fo be the
right fit for both the kind of information you #re seeking
and the collection of authorities you have selected as
responder .o. Of course, as always, balanced against these
two considerations is the issue of feasibility.

Third, you should select those data collection,or
retrieval strategies, which provide you with the most valid
and reliable information and which are at the same time
feasible for you.

\
Thus, the Principle for Practice is to select valid,

reliable, and feasible information retrieval strategies for

your authorities.

Determining Retrieval Strategies (Recorded Material)

In the following section we will presént some retrieval
strategies for extracting quality need data from relevant and
available recorded materials.

Concept

A retrieval strategy (recorded material) is a methoAd

whereby valid and reliable need data can be secured from

available and relevant recorded material. A retrieval stra-

tegy indicates the way that you actually extract the relevant

data from some available documen . or record.
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Trnore are six factors that have been identified and are
generally recognized which bear directly upon the quality of
the data you retriev= from available recorded materials.

They are the factors of purpcse, definition, geographical
coverage, population, time frame and methodology. All re-
corded material which you are considering for use within
your needs assessment should be examined in light of these
six factors.

For example, suppose that you are the Director of Pa-
tient Education at the state hospital in Rusk and you are
going to study the "coping" needs of the short-term adults in
your institution. Over the past two years you have become
increasingly convinced of a single and overriding patient
need. It lies in the area of patients' growing perception of
themselves as dependent members of the hospital community
and a gradual diminishing of the vision of themselves as
active, independent, and contributing members of the community
from which they cam¢ *o the institution. Your concern is how
to assist each person to see himself or herself as effective
and at peace in the larger society. You have access to the
following recorded material: current patient records of the
hospital, a 5-year-old study conducted by the hospital at
the time of its anticipated demise 2. the hands of the state
legislature, a é-year-old state-wide study of patient profiles
within the state institutions, and records on all adult stu-

dents enrolled in your e€ducational program. 1In reviewing
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information from each of these sources, ask yourself why the
data shown in the records were collected, if these records
were looking at coping needs the same way you are, what
geographical area was covered, what population was studied,
how long aco the data was collected, and what methods were
used to collect the data. When you compare the answers to
these questions to the purpose of your needs assessment, you
should be able to determine whether or not the information
shown on such a record is appropriate for you to use in

your needs study: whether it is completely compatible and
can be taken as it is, whether it is comparable but in need
of some adaptation or adjustment, or whether your review
reveals that one or more of the factors is completely in-
compatible with your study and consequently the document
must be discarded. Remember, if the recorded material isn't
right for your purposes, don't use it.

Process

We suggest a three step procedure in retrieving data

from relevant and accessible recorded material:

First, we recommend that you describe each of éhe record-
ed materials which you have ident .ied in terms of the six
critical factors: purpose, definition, geographical cover-
age, population, time frame, and methodology.

second, you are asked to assess the recorded materials
in terms of the objectivity of its purpose; the closeness of

’ -

its operational definitions--measures--to those employed in
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your needs assessment; the coincidence of its geographical
coverage to the service area addressed in your needs assess-
ment; the matching of the respondents reported upon in the
study of the recorded materials to the target population in
your needs assessment; the amount of time which has elapsed
between when data was colleqted and subsequently organized
as recorded material, in addition to the time which will have
elapsed between the initial data retrieval and yours; and
lastly, the rigor of the methodology employed-in collecting
data for -he recorded material.

Perhaps you are the newly appointed Tfaining Director for
Texas Legql Assistance Society (TLAS), Inc., a private, non-
profit organization of 25 part-time lawyers, 3 full-time
lawyetrs, 25 full-time paralegal personnel and a limitless
number of potential clients. You have been provided with a
"manual™ which served as a guide for all training undertaken
by the previous trainihg director. It details what each work-
shop in a three year cycle should address. Legal Assis%anqe
Society, Inc. has decided to conduct a short term legal educa-
tion assistance pfbgram for the Cuban immigrants currently
relocated in E1 Paso. Obviously, our new training director
has access to key informants but she also has a very critical
document at her disposal. But, here again, she must consider
the six questions before "buying" all or part of the document
as a definitive statement for the direction of the short term

training program. What about the suitability of the manual

Vsl
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in terms of its purpose, its céntent, its geographical
coverage, the target group, the "age" of the information,
and the proéess‘of its development. Now, within this brief
jillustration,and lacking further elaboration, one might
reasonably assume that use of one of the "canneé" client
workshops would leave something to be desired. It was de-
veloped as\a training response to the routine types of learn-
ing needs manifest among legal, paralegal, and client groups
associated with TLAS, Inc. Thus, its purpose and content
are suspect- at least as far as the intended group is concern-
ed. In like manner its coverage of "Texas" law and rights
and responsibilities for the resident is far afield from a
group of Spanish speaking immigrants only temporarily located
in Texas and likely to be located elsewhere. Lastly. the
method involved in the development of the manual might well
be suspect as well as its "age," for oftentimes such products
grow out of “success"'events and are given a st5ture and a
permanence not warranted by the facts or by the passage of
time.

Third, after having analyzed the recorded material,
make your decision. Select that material which is completely
applicable to your needs assessment study on all six factors.
Make the modifications called for when the data are not com=
pletely congruent with your needs assessment. So, if, as
the president of the Christian Churches United, your target

population in the needs assessment 1is unmarried mothers ages
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sixteen to twenty-one in the Austin area, and if you happen
to find several research studies done nationwide on unmarried
mothers, you must be careful to retrieve only that data that
has relevance to the geographical area and the population
addressed in your particular needs assessment. And, to keep
you honest as well as to enable repeated access to this or
similar material, we advise you to describe and justify any
adjustments made. Wﬁen you are well aware of the limitations

of your retrieved need data, then you will not tend to over-

w

generalize. Lastly, discard that printed information which
is judged inappropriate.

Thus, the Principle for Practice is to select informa-

tion retrieval strategies from recorded material in terms of

7

its compatability to your study .

Summary '

We have presented to you in this chapter three major
types of strategies by which you can feasibly gather informa-
tion for your needs assessment undertaking. Retrieval strat-
egies for target population and authorities are approaches
that you use to actually reach your key informants in the
needs assessment.

Retrieval strategies for recorded material are metnods
which are capable of eliciting quality needs data from the
available recorded material. Each potential recorded resource
for the needs assessment” undertaking should be appraised in

terms of the compatibility of its purpose, definition,

R
¢ J
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geographical coverage, population, time frame, and methodology

to that of your needs assessment. The information appraised

car then be either adopted, adapted, or discarded.

by U
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CHAPTER V

DETERMINING HOW TO SUMMARIZE INFORMATION

Introduction

Analogy /

This bookfet is not a Lot unlike Aprning cleaning. 1§
you can identify with this neaxr uni{vensal nitual of modenn
day Amenica, you should have a good expendential and intud-
tive gnrasp of the type of thing we are encouraging in this
instructional booklet,

i )
RRGCES
o)

——

Let us duppose that it is the §insl day 0§ dpring clean-
ing mania and that you have decided to begin with the garage.
Well, hene you are faced with a great annay of, fLef us say,
nitems", for want of a mone suifable word, You are faced
with this annay which nepresents what you verycarefully and
studiously have decided to collect oven the yearns., They are
items which, negandfess of theirn present value, wenre Ambued
with meaning at the time that you decided that they wene
what you wanted. Needlfess fo say, you went to grneat trouble
and expense to obtain in many di§fenent ways these items grom
many diffenent sources and connensd 04§ the gtobe, You obtained
some 0f them as heinlooms from past genenations of relatived;

63
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you collected other of the Ltems at garage sales no €ess;
othens you may have bantered fox by trading a much prdized
skiLEL in netunn; and some, yourn "handyman" on "handywoman"
may have created out of the sweat of the brow. But at any
nate, hene it is. What now? "It has gradually become the atll
engul fing monster and has oven time arown fo (Lf-advised pro-
portions, Funthemnmcire, Lt is all oven the place s0 that

even what might stiLL be of value 45 unable fto be used be-
cause Lt fLies hidden in a mountain o4 things.

Well, what most "onden bugs" do 48 clear some shelves,
nesafe tables,prnecdious closets, and vacuous cantons; get Zhe
dump cans handy; and set to wornk. As you not-s0-fondly han-
dle.most of the items, decisdions must be made. Finst on the
onden 45 to detemnmine 4§ you keep L%, discand Lt,on save «%
fon nesale. That which no Langen serves your puaposes gen-
enally gets tossed unless you can ddentify friend, foe, on
nelative who may want £t; and then Lt goes into a specially
marked canton. On possibly (f {t {8 at all salvageable, (&
goes onto the nesale table. Aften those .items are gotten
out of the axrray, you are Left with what you genuinely fecl
has meaning forn you and can sexrve some utifitarian on aes-
theic purpose which you have. Fon example, gou ane Left with
five parntially fifled cans of Latex paint in the colons of
white, crneam Lvony, blue, and fuscia. Do you puf them away
sepanatel,, fon they ane pernfectly good, on do you make an
e4font to combine some on all of the cans for a garage he-
paint job? Well, just Like the padint, some Ltems can and
possibly should be combined, and may be s0 combined without
hanming an othenwise penfectly good item. Perhaps all of the
ofd and worn chifldren's undies and 548" well nun hose wiff be
put togethen as §4iLLing fon the stuffed dofls which ane %o be
made fon the Church bazaarn 4in the falf. Othen things should
be Lejt as they are and finally stored on shelves with Like
Ltems fon easy use and retrnieval as needed down the road:
the tools, the toys, the paints, the solvents, the cleanding
equipment, and the fLawn furniturne.

This process of tossing, combindng, and orngandz4ing
things goes on 4n the needs assessment process afso. Aften
you have gone through the process of coffecting the {(nforma-
tion which you feft would be meaningful fon future use, you
now need to put Lt 4in orden 4on such fufurne use.

Purpcse
In this chapter we will present a procedure for summa-
rizing information that you have c¢ollected for your needs

assessment. Once you have collected your data, you will

want to subject them to an effective and discriminating
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selection process so that only the most critical needs are
highlighted for suksequent analy;is and treatment. For 1in
the summarizing process you are refining the information
collected into a concise data base which serves not only as
a readily available record of critical information, but also
as a workable inventory upon which decisions on future pro-
gram alternatives can be based.

We will help you to filter out certain data that evolved
from the information collection processes so that only the
most critical data is retained. You will also be advised of
ways to transform or combine the need data in order to avoid
information overload. Last, but not least, we will show you
methods for organizing or categorizing information into a
format that is most appropriate for your institutional use.

Following this, in our next chapter, Determining How to

Interpret Information, we will shift our attention to the

identification of forces that affect needs. That is, you

‘will learn how to interpret information and thereby diagnose

needs.

Filtering Need Information

In this section, we are going to orient you to the con-
cept of filtering need information and we will suggest some
criteria to consider in the data screening procedure.
Concept

Filtration is defined as the process of selectively

screening out certain data on the basis of clearly defined

0 7
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criteria for the purpose of removing non-critical data from

the information system. It is a process in which you dis-

regard information gathered that is not usable. 1In doing
this, of course, some criteria must be identified +to facili-
tate the screening process. We propose that you establish
your standards based on four criteria: first, the indication
of the existence of a need; second, the magnitude of the
indicated need in terms of the discrepancy between the pre-
sent state and the desired state of affairs; third, the
immediacy of the identified need in terms of an anticipated
pattern of change over time; and fourth, the instrumental
value of the need as related to resolution of other needs.
Say, for example, that the county extension agent in
Grimes County conducted a study of the felt needs of the
senior citizens within the county and obtained their follow-
ing perceptions of need: 48% felt their kin and friendship
circles were inadequate, 30% felt that personal and public
transportation resources were inadequate, 26% perceived
their daily diets to be substandard, 67% claimed to have no
program of daily physical activity or exercise, 55% reported
that their economic resources were severely limited; 2%
reported that they were unablz to care for their necessary
household maintenance, 61% reported inadequacy of medical
care for their health needs, and 34% reported that they

felt ill prepared for "single" living.

Having gathered the data, the agent found that the felt
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4

needs differ in -these eight areas. In order to decide what
information should be retained, in e;éh instance, the agent
needls to ask himself the four questions% First) is there

a nee&? Second, is it a large'or a small need? Third,
~does it appear-that the neéd is going to resolve itself?
Fourth,’is this need preventing or facilitating the resolu-
tion of othér needs? |

Process

Now, we will describe the three steps which can be taken
to assist you in filtering need information according to the
four criteria proposed.

One of the burdens of the filtration procedure is to
analyze information according to whether or not a need is
present. All raw data which indicates that no needs exist
should be set aside in the present needs assessment under-
taking. Information you collect may fail to indicate the
presence of a need either for the target population as a
whole or for any subportions of the population. If you
have conscientiously exercised care in the early stages of
the needs asseésment in identifying only those goals assumed
to be both important and unrealized, you will probably
achieve only a slight reduction in bulk by this task. If,
as the director for the adult vocational programs in Warren
I.S.D., you send out questionnaires to a group of high-

school drop-outs ages sixteen throuch twency-one, and try to

pinpoint the vocational neeus of this target population, you
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may find that none of the respondents who had dropped out
before completion of the tenth grade indicated an interest
in going back to school for formal academic training in
reading, writing, arithmetic, or to obtain their G.E.D.
certificate. Instead, 90% said they would prefer some short-
term courses in specific vocational skills, like welding or
carpentry. All of the respondents in this group also indi-
cated that they were holding down some kind of regular job.
In this case, it would be appropriate for you to disregard
the raw data relating to formal schooiing and concentrate on
the vocational need data for this group s indicated. It
might be possible that for non-respondents and for respon-
dents who have completed the tenth grade, academic needs
wculd have emerged. Further, had data been collected from
authorities such as persornel officers in area businesses,
state and independent employment agencies, and high school
and commurity college counselors, a very differant dassessment
may have resulted for “he early high school drop-o.c group
and a critical need may have been indicated. It is important
to respect the integrity of both groups of key .nformants
and to deal creatively with the discrepancies between the
two groups during tne program building phase.

You should analyze the need data according to the mag-
nitude of the discrepancy between the presené state and the

jesired state of affairs. You can expect to find some in-

stances in which 2 need is found to exist, but th
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discrepancy identified between the present state and the
desired state of arfairs is small in an absolute sense. All
other things being equal, a larger discrepancy indicates a
need of greater import. For exrﬂple/ as chairman of the
board of the San Angelo Society of Culture and the Arts, Yyou
are about to undertake a feasibility study concerning the
establishment of a regional pubklic museum. You are interest-
ed in determining if there is a need for a musew. in your
arza and if so, what type of museum. 1\s fart of your study,
you have determined that there are no othar public museums
within a fifty mile radius of San Angelo. Your initial
survey of the general community was conducted in the San
Angelo Daily Times. People were asked to complete the sur-
vey and either mail 1t to the society or bring it in to any
of the businesses within the community. Ninety percent of
the households completed the questionnaires. All households
agreed that a community museum supported by volunteer efforts,
patron fees, and foundation support would be desirable for
the region. The following breakdown of interest was revealed
by the survey: 98% of the households were interested in the
history of greater San Angelo, 82% in thc industry in San
Angelo, 80% in the arts and crafts of the region, 46% 1in

the natural science/geology. and life foims in the region,
24% in the anthropology in the region, 1z% in the architec-
ture of the region, and 7% in the science and technology

of the region. The board has decided, based upon survey

91 .
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response, to proceed further in testing the feasibility of

a Museum of Greater San Angelo which would include: history,
industry, arts and crafts, and natural science. Interest

in architecture, anthropology, and science and technology
was not judged to be great enough to warrant development

at this time.

You would analyze the need data in terms of an antici-
pated pattern of change over time. A pattern of rapid deter-
ioration indicates a sensg of immediacy and signals the
presence of a need of greater import. A stabilized state of
need, or a need tending to lessen, may be judged a3 generally
of lesser immediacy and consequently of lesser import. For
example, if the juvenile delinquency'rate of Waller County
was 23% of the youth population in 1960, but rose to 28%
in 1970 and 36% in 1980, you .nay gquickly come to the con-
clusion that a segment of the youth in this county has a
problem. The Sheriff's Department, the Municipal Police
oepartments, and concerned citizens see youth delinguency

-~ as a major and worsening problem with no end in sight unless
programs to remediate the problem are undertaken. The
major data gathered in their study subsequently revealed é
critically escalating delinquency rate among twelve~ to six-—
teen-year-olds, especially young boys, minorities, products
of broken homes, drop outs and those on public assistance, as well
as an alarming increase in the crime rate for both boys and

girls within the highly affluent community.

ERKC 45
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You would also analyze the‘need data in terms of their
instrumental value to the resolution of other needs. Those
needs that are linked to othev needs and which'if remediated
would contribute positively to the resolution of a number
of otﬁer needs would deserve immediate attention. In other
wPrds, those needs that might not be instrumental to the re-
solution of other needs could be filtered out for the
time being, especially if they are likely to be resolved by
addreésing other needs first. Say, as the Prngram Chairman
for the Abilene County American Association of University
Women, you find the foliow1ng needs from your assa<sment:

60% of the rural women are rllitera?e, 40% of the women in

the county are surviving on public aséistance, 12% of the women
hold a college degree, 72% of the women ne;er held a job for

pay, 67% of the women lack a high school diploma, 80% of

the women are anxious to move into the job market, and 92% of the
women repor? no marketable skill. It is possible that the

basic literacy needs, the general fucational needs, ana

the pre-vocational and vocational needs are indeed critical.
Further, their reso'ution may likely change the unemployment

and public assistance rate significantly. Therefore, tha

'"foundation" needs have been selectéd as the focus for future

program emphasis in the five year plan for the Association.

’ N

Thus; the Principle for Practice is to filter infoimation

according to the existence-of a need and according to its

magnitude, immediacy, and instrumentality. o

\SXA
Y N
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Combining Need Information

Let us now suppose that you have successfully filtered
all noncritical information from your data base. What you
have remaining may or may not be in the best form for utili-
zation. But, analysis, storage, reporting, and manipula-
tion of raw data can frequently be greatly facilitated by
its translation frcm one form to another.

Concept

- Combination is defined as the process of changing data

from one form to another to reduce infermation overload and

enhance the decision-making process. Combination is some-

times qsed interchangeably with the term data reduction, and
potentially it results in data expressed as an aggregate or
{global need rather than as many discrete or smaller needs.
%Eombination is critical and central to reduction of informa-
tion overload in all kiunds of information systems. You
should keep in mind, however, that although data cannot be
combined in all instances nor in an indiscriminate fashion,
there are situations Qhen this procedure is appropriate. To
be a maximally effective and efficient information system,
it is not sufficient only to focus on need data judged im-
portant in terms of magnitude, immediacy, and instrumental
value, but also to combine or group the déta to further
facilitate the decision-making processes.
For example, the director of a senior cer er might com-

{
bine the following senior citizen needs: 40% nutritional

o~
v f
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inadequacy and 67% first aid skills inadequacy, by saying
there is an overall average of 51% need in health related
areas among senior citizens. Similarly, other data may re-
veal a 92% economic need among minorities and among widowed
members of the senior community. Or, your data may reveal
a 72% need in social services as described by select authori-
ties_and a 78% need in the same services as described by the
target group. In this instance, the director may combine
these data into a 75% need since both groups'assertion of
the need are almost identical and certainly highly compatible
in nature.
Process
The information for the needs assessment process as we
describe it can be combined through a three step process:
First, review all of the data which you have collected
in your ngeds assessment process.

4
fecond, analyze your data according to either the type
[

of ;rget populations or subpopulations as well as according
to tne type of goals. In the first instance, you may be able
to combine your need data according to population charac-
teristics that indicate some differences in the identified
need for particular subgroups. So, if, as the director of
the Arlington Recreation Department, you are going to study
the social needs of younag adults ageg 16-25, you may probably

£ind your need data falls rather naturally into distinct

categories according to sex, age groups, ethnicity, and
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marital status. For example, young married couples want
opportunitieé for kicker and square dancing group activ-
ities, while the single young adults want opportunities to
form theatre production teams. Your data may therefore be
agle to be combined into two need statements rather than a
great many need statements. In the second instance, you

can combine your need data according to some major goals.
For example, if, as the director of Community Education in
Belmont ISD, you are going to study vocational needs of the
Hispanic ethnic minority in your district, three possible ’
goals for the study might be identified: to increase voca-
tional skills, to upgrade prevocational skills, and to culti-
vate good work habits. It is understood that you are using
several measures of need for each of the three goals develop-
ed. However, in order to simplify and reduce the absolute
mass of the data whicn you have collected, you explore the
possibility of combining the data into some global state-
ments of need, in this instance, the three global .ieeds in
the goal areas identified for your study. Data reveal the
following needs: 20% need in adequacy of formal academic
scnooling, 50% need in adequacy of marketable skills, 47%
need in adequacy of vocational training, and 92% need in
adequacy of work experience. These data may possibly be
_combined into a 52% need in vocational skills. Similarly,
data may have been collected and varying degrees of need

revealed in terms o. punctuality, proper dressing code,
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appropriate manners in the work setting, responsible com-
pletion of work assignments, ability to take orders in the
work place, and ability %9 get along with others. These
data may lend themselves to being combined into a single
statement of need for cultivation of good work habits.
Third, decide on an appropriéte combining of your data.
It is necessary, however, that you exercise care against
the liberal use of the method of combination. In all forms
of data combination you will have to compromise the indi-
viduality and specificity of need data collected against
the simplicity and manageability of data collected. The
bencefits of the combination process must outweigh the costs

or the process should not be employed.

Thus, the Principle for practice is to combine informa-

tion according to populations or subpopulations and goals.

Organizing Need Information

Now that you have completed manipulating the data that
you had collected, you are ready to begin preparing the re-
sults of the study for presentation to the interested par-
ties. Whether you terminate the needs assessment at this
point of the process with simply the ident:fication of a
number of needs of certain populations or sub-populations,
or whether you carry the process through to the interpreta-
tion of the causes of those needs, you should organize the

needs 1into seaningful clusters in order to facilitate

appropriat8 subsequent action.
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concept

Organization is defined as the process of arranging

need information. It is a process to put in order informa-

tion that has already been filtered and combined. The pur-
pose of orqanization is to provide for the presentation of
data in formats most appropriate for the institutional users.
some professionals working in the education of adults are in-
volved with inscitutions whose function is defined orimarily
in terms of one or several goals or missions and oniy nomi-
nally in terms of sﬁbgroups or large groups within the
community. Other practitioners, however, are involved with

institutions whose function is defined primarily in terms of

subgroups or target groups within the community and may Pro-

vide services directed toward the attainment of several or

v

many broad goals for their target group. You can accomo=
date these different perspectives by organizing the need
data according to both the goals and target groups.
Process ~

There are three major tasks to perform which will help
you arrange Or organize 1nformation when presenting the
needs identified in your study to your own Or other interest-
ed organizations:

First, review the data which have been collected in the
needs assessment process. You can organize the need informa-

tion according to the goals which you identified for your

study. The Director of the Community Education School, thus,
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might organize the data derived in the needs assessment
according to tpe;following two goals. The need to attain

a high school diploma or G.E.D. certificate is found in the
following proportion among members of the community: His-
panic women 57%, high school drop-out ages 14-25 100%,
members in retirement centérs 15%, and displaced homemakers
36%. The need to dattain marketable-vocational skills is
found distributed in the following manner: adults in
districts 1 and 7 60%, displaced homemakers 96%, high
school drog-outs 64%, recently physically disabled 69%, and
mentally retarded in the community 97%. This type of listing

will enable the director, as he moves to the analysis or

intérpretation of these needs both to avoid overgeneraliza-
.
tion Fnd to look for égécific multiple'causes for academic and
. vocational needs to exist in varying populations. or if,
on the other hand, the director is now about to begin pro-
grams, he may decide on a path of co- -sponsorship of the
vocational programs with the community college and %oca-
tional technical institute in his region. Thus, this man-
ner of listing will enable various actions to be taken re-
lative to the goals identified as important and unrealized

o

on several levels within his community.

Second, analyze the data which have been collected

accordina te-goals and populations or subpopulations. It

v

also may be advantageous to organize the information accord-

ing to populations or subpopulations in your needs

(4«
J2




g

Chapter V contd. 78

assessment undertaking. You will then be displaying the
needs relating to many differept goals under specific
groups in your popglation. ‘Referring back to the previous
example, the following is a conceivable ordering according
to target groups. Under the needs of displaced homemakers
would be found: 36% lack a high school diploma or G.E.D.
certificate, 96% lack marketable vqQcational skill, 67% lack
pre-vocational competence, and 84% lack social/emotional
support systems. Listing the needs of members of retirement
centers would reveal that 15% lack a high school diploma or
G.E.D. certificate, 84% lack recreational skills, 92% lack
religious involvement, 64% lack physical exercise, and
70% lack social involvement with the community. This type of
listing enables the director to plan concerted and inte-
grated programs for specific target éroups and their myriad
needs. It may even highlight alternatives for remediating
the social/emotional adjustment concerns of the displaced
homemaker through meeting the needs for social involvement
with the community of the members of retirement centers.
Third, decide on the manner in which ynu will organize
Jyour data. . -

Thus, the Principle for Practice is to organize informa-

tion collected according to goals and populations or sub-

populations.

Summary

¢

We have provided you with the process for summarizing

.
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the information you have collected by filtering, combining,
and organizing the Jdata into a workable format for your
needs assessment.

Filtration is a process for selectively screening out
cert%}n data that are not critical to your study. You should
disregard information that indicates the absence of a need,

a need that is small in magnitude, a stable need or a need
state that is tending to improve, or a need that has little

instrumental relationship to the resolution of other needs.

Combination is a procedqgg_Q% translating Qrichgpging
data frdm one form to another in order to reduce information
overload. Information collected can be combined on the
basis of populations or goals.

. Finally, organization is a process of arranging related
data into organized formats. It facilitates the presentation
of results of your study and enhances the decision-making
processes. It is advised that needs assessors should
organize information collected according to goals and

according to populations.

In order to interpret your findings effectively to your
institution or other interested groups, you may want to ex-
plore forces or situations that are at work causing the

needs to exist. The definition of these forces and their

.effect upon needs is the main theme of our next chapter,

Determining How to Interpret Information.
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CHAPTER VI

DETERMINING HOW TO -INTERPRET INFORMATION

Introduction

analogy -
!

This boo%fet {4 verny much Like getting at the noot of a
problem. Let us suppose that the problLem 4is abeut fLeas and
ticks, and that adorable pet of youns whom you are about fo
chnisten eithen "Mobile Plea Manket #1" on the "Tick and-Flea
Capital of Noath Gulch".

Y

Those who have Lived through such infestations would cer-
tainzg not hesitate to say, "We have a probLem." Somethding
must be done, However, just krowing that you have a probfem--
one dog with ticks and §leas--4is not the end of yourn quest.

1§ you have any plans to do somethdsg about the situation--

and atl of sane mind would--you wiff want to know why, atl of
a sudden, you are overrun with the varmints because, ohviousty,
a numben of altennatives Lie befone you in teams of nemoving
the probLem., These alternatives may range frcm doing the

poorn dog in, to sending him on an extended visit fo the in-
Laws, to mowing the Lawn, to sprnaying the carpets and drapes,
to heaven knows what. You see, in fact, a Lot of dogs have

80
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ticks and §Leas, a Lot of people are faced with the problem;
and befone enengy, time, and money (8 {nvested in changing
the s.ituation, <t only makes sense to see neally what (4
causing the problem. Maybe youn pet has been dipped monthly
and never was infested before. Maybe youn children brought
in a mutt from the nedighborhood and that s what precipita-
ted the onslaught. Penhaps, it s just that you have moved
into a home in which an 4infested pet had Cived with the
previous ownens. The §leas' peniod of donmancy has passed;
the pests ane naning to go, and youn pet s just what they
ane looking for. Perhaps, it has saved the day That you
have just engaged Oxrkin forn quartenty extermdination sen-
vices and that has provided some protection. Perhaps, younr
youngsten is a hiking enthusiast and has gotten the spring
hiking bug again, aleng with a few othen bugs--namely ticks
and fLeas. 1§ this {s the case, then you may simply wish

to turn your garage into a debriefing cenfen.

In effect, prion to any of your decdisions to act upon a
problem situation, you edthen (ntudtively ch veny explicdtly
detail what is causing the situation to exist. Only then
can you be aamed with what you could catl a neasonabfe
interpretation of the meaning of the situaficn, wl{th an
awarenesds of what is at wornk. Then, and only then, ane you
prepaned to select from among the causes of the preblem and
eliminate the causes one by one. On, as {n the case of
having nrecently engaged Onkin, capitalize on that vffect and
have them come for an additional dntemim visit. Action that
attempts to get at the causes £is genenally the enly nealistic
approach to changing a situation with which you ane faced.

A §rontal attack on the tichks and fLeas though Laudabfe may
help win the battle, but (&t wifl never conquer the wah.

In this bookLet we will be helping you %o deteamine (n
the most accurate way why the needs which have been {dentd-
fied 50 fan in the needs assessment process exist. Anmed
with this information, you will be fully prepared fon action,
namefy, to build programs which wifl efiminate needs by
attacking the problLem at its ncois.

Q

Purpose

This chapter is written to serve multiple purposes.
First, we will help you to determine forces impacting the
need which you have identified. Secondly, in a manner very
similar to what we have presented to you in the three pre-

ceeding chapters, we will assist you in determining the

sources of force data, the appropriate strategies for
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i

gathering this force information and the proper methods
for summarizing your force information.

. Now, having identified the existence of some discrepan-
cies or needs within your target population, you still are
not in the best position to start program planning. Needs
do not exist in a vacuum and in order to fully understang
and adequately respond to the need you must tap into these
underlying and sometimes hidden causes, influences, or
forces. It is only with an understanding of the forces
impacting needs that we can know what should be done to
reduce or eliminate the negd. In other words, identifica-

tion of the key forces impacting a need will give us direc-

tion for alternate programs and thus provide us with a

potential vehicle for action.

it is our belief that provided with sufficient informa-
tion on the existing needs as well as the torces impacting
such needs, you will be in an ideal position to bring
closure to your needs assessment undertaking and to begin
some program planning to remediate the needs. Yéu will have
identified and diagnosed needs.

Determining Forces Impacting Needs

The main focus in this section is the introduction of
the concept of force. We will also orient you to the process
of identifying positive and negative forces that arge of

significant strength in impacting needs.

( .
u‘!j
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Concept . d

Force is defined as any physical, social or psychological

entity which contributes either to the magnification or

reduction of a need. Forces are, when takeh in their en-
tirety, those factors responsible for a given condition or
need. They affect, either positively or negé%ively, an
identified discrepancy in human strivings with varying de-
grees of intensity. It is commonly assumed that conditions
exist because no one has tried to make the conditions any
different. However, when a condition is examined more closely,
it becomes clear that there are a large number and variety
of forces at work which, together, prevent substantial
changes of any kind from occurring. For example, as DiFector
of fhe Bexar County Women's Center, you are concerned at
Lthe low level employment of female heads of households in
the county, a 78% unemployment rate. Ultimately, if you are
to change this situation of need, you must identify probable
forces at work, determine reliable sources to inf m you
about the forces at work, determine how best to apprdach the
—
sources, and finally oxgaﬁize the information you have oB-
tained. It is possible that positive and negative forces
such as the following are at work here: personal or public
transportation, marketable skills, policies on the employment
of women, current job market conditions, family role beliefs
and values, family economic status, self concept, previous

job history, basic literacy level and ethnic or racial

(3
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status.
Process

Adult education program planners are faced w.th the
task of identifying those forces which are impacting needs.
Therefore, we suggest that you follow a three step procedure
for getting this job done.

First, for each identified‘need, develop a comprehensive

listing of forces which are judged likely to be impacting

it. The forces may be positive forces; namely, those that

contribute to the reduction of the identified discrepancy

or need; those that function as the “good guys"; those which
work toward the remediation of the identified neéd. The
forces may also be negative forces; namely, those that impede
the reduction of the identified discrepancy; those that func-
tion as the "bad guys"; those which work toward the flourish-
of the identified need. -In developing the 115t, you

want to start with brainstorming some positive or nega-
tive forces tha*t are intrinsic to the persons who own the
need. They may be related to the individuals' attitudes

and values, their behaviors or actions; or to their possession
of specific knowledge or skills. Adaitionally, you may then
wish to move on to those other extrinsic factors that may
account for the need state. Some of these relate to personal
resources, others to the physical environment, social engiron—
ment, cummunity institutions, whether public or private and

the domain of social norms and prevailing values. These

A

-
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intrinsic and extrinsic forces would provide valuable clues

in explaining given need states. - o

To better illustrate the situation, let us give you one
example. Let us say that you are the Civilian Personnel
Officer of Jefferson Air Force Base and you are presented
with an identified need for developing a management intern
training program for the civilian employees. You may find
that soﬁe of the pousitive forces impacting the need are:
the management's desire to retain highly qualified currently
employed personnel, the projected high retirement rate in
middle and top level management positions, the legal support
for upward mobility programs of this type from the Equal
Employment Oppertunity Program, the Federal Women's Program,
support from the Government Employecs Labor Union; and good
feedback from previous Qrograms of a similar nature nationsx
wide in the other branc%es of the military. At the same time,
you may be able to identify some negative forces impacting
the need, such as: the unstable emplqymeét practices du
to frequent agency manpower reduétions, the application ¢f
veterans' preference hiring practices which tend to exclude
a large percentage of the population irom employment oppor-
tunity; the quota setting by such programs as Equal Employment
Opportunity, Federal Women's Programs and Labor Unions which
tend either to obstruct or re%ard the employee selection

process; some locally established personnel criteria which

tend to restrict movement between career fields; and the
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increased difficulty in adequately projecting retirement
" rates under the impact of an accelerating economy.
Oour second step is to analyze the relative strength or
magnitude of each force, éosiiive or negativer in causing
the need situation. In the above example, you would probably
find thatjmanagement's desire to attract and retain highly
qualified civilian personnel and the antic sated high retire-
ment rate are very strong positive forces, while good feed--
back frcm previous programs is a moderately strong positive
*force. You might also think frequent manpower reduction is
a strong negative force upon the identified need.

Third, you have to decide what forces should be included

at this time for verification by appropriate sources. Would

you like to include only those moderate to very strong~ ~" T T

negative forces and only the moderate to very strong positive
forces, or would you rather specify the inclusion of all
forces exc§pt those negative ones that are too weak to have
import on the need state. It is impqrtant to note here that
" forces of moderate to great strength in impacting needs can
later be advantageously meénipulated in the remediation of
needs. One could accentuate, enlist or capitalize on the
positive forces; while at the sane time, one could inactivate,

reduce, or eliminate the negative forces at work.

Thus, the Principle for Practice is to identify a broad

array of positive and negative forces of significant strength

in impacting needs.
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Determining Sources cf Force Information
In this section, we are not goihg to introduce you to
any new concepts oOn sources. No new definitions are necessary
Rather, we are going to review with you the three main sources

of information as we have presented them in the chapter,

Determining Where Information Can Be Found, and also review

with you some basic criteria that you may use in the final
selection of sources. '

A source is an individual, groug of individuals, or a
piece of recorded material thatican %rovide you with valid
and reliable data relative to the forces impacting the need.
The sources wz suggest here for soliciting force information
are similar to the sources that you can approach in getting
Vour need information.  They are the authoritiess your—target
population, and some relevant recorded materials.

First, we suggest that you develop a list of individuals

_representing your target population to allow for their input

into the identification of those forces impacting the needs
attributed to them. Second, we propose, as bvefore, that you
develop a list of institutions and independent individuais
who have speciai\knowledge and experience about the fo£ces
to be explored in the study. " Then, choode 'a workable number
of these institutions or independent individual authorities
that you would actually approach because they contribute
significantly or uniquely to the realization of the goals

jdentified in your study and therefore should be knowledgeable
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about forces at work. Thiéd, we recommend that you develop
a list of éossible recorded materials that may give you data
relaéing to the forces causing aeed. Here, again,‘we advise
YOU to assess the recofded materials_according to its geo-
graphical, legal, political, ethical and temporal accessi-
bility. You will want to tap only those documents that are
accessible to your study. Fourth, we advise you to analyze
each source of infqrmaéion in terms of its contribution to
the validity and reliability of the need data. Fifth, you
should decide on the relevant sources from which the force

information will be retrieved.

Thus, the Principle for Practice is to identify appro-

priate sources to obtain information on what forces are

at work for any given need.

Determining Strategies for Gathering Force Information

In the following paragrap?ié\as in the previous ones,
e will not introduce any new concepts or new steps for you
to undertake. We would like only to refresh your memory On
the dgfinitions of,. and procedures for, retrieval strategies
from either 'our target population, authorities or recorded
materials. .is time, they are identified as strategies
for gathering force information.

As mentioned before€, fetrieval strategies for key inform-
ants are defined as methods for coilecting or obtaining force

data from either the authorities or the target population.

You should develop a list of retrieval strategies that help
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you to solicit force information from your target population:
You may have to develop another list of retrievai strategies
that suit the authorities. It is of critical importance
that you andlyze each strategy in terms of ité feasibility
as well as its contribution to obtaining valid and reliable
force data. Retrieval strateéies for recorded materials

I
are ways of extracting relevant force data from available
printed information. You should analyze each of the recorded
materials in terms of its compatibility tuv the purpose,
definitions of goal cohcepti geographical coverage, popula-
ticn, time frame, and methodology of yéur neﬁds assessment.
. The closer phe sources correspond to the six criteria, the
more likely you will decide to make use of these readily
availlable materials; However, it should not come as a
surprise that you may need to make cerEain adjustments in

some parts because of identified differences.

Thus, the Principle for Practice is to identify appro-.

priate strategies for gathering information on the forces
{ B

impacting needs.

Determining Methods for Summarizing Force Information

In our previous chapter, Determining How to Summarize

Information, we asked you to reflect upon the three methods

we proposed for summarizing your need information. They are
filtration, combination and organization. The same three

processgétor approaches can be repeated to summarize your

force information. Here again, we will be reviewing concepts
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and progesses rather than introducing neéw ones.

Fil£ration is the process of selectively screening out
certain force data on the basis of clearly identified cri-
teria. We Sugéest that~y6u review your force data, analyze’
them ir terms of the magnitude of their impact upon the
identified need, and decide on deleting those forces that
either show an absence éf, or a very weak, impact upon the
need. You should also filter out data that indicate a prob-
able or evolutionary dissolution of the force in the near
future and those data relating to a force which bears little
or no’instrumentél relationship to other forceikand which

- could ultimately be altered indirectly through plans of

action directed toward other forces. Combination of force

data is the process of translating force data from one

form to another to reduce information overload. It also
works to facilitate the analysis, storage and reporting of
raw data. We propose that you réview your filtered force
data, analyze them in terms of possible categorization and
finally decide on groupings of major force types such

as economic or social forces. Organization is the process
of arranging the composite data base that survived the fil-
tering procesg and subsequently was combined in various
ways from the raw data form. The composite force data can’
be organized in terms of goals, in terms of subgroups of
the target popﬁlation and in terms of the fcrces. Such an

.

"
organization of force data will give you and your institution

INRA)
v
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. & comprehensjve view of the‘diversifigs forces impacting’

- -

Ce L ¢ : ‘ « S
Al o ’heedg:/'lt provides/ a blueprint for the development of con-

‘mueﬁf, co}labo%ative,’integrated and selective Hrogramming

to remediate the identified needs. .

Thus, the Principle for Practice 4s tb identiE§ appro-—

priate methods for summarizing force-information. . 3

Summary .

We have presented in the four previous chaptexrs, the
four major issues relaFed to the collection of need inférma-r
tion——de£ermining whgt information to collect, where infor- .

-’ mation can be found, how to gather infq;mation and how to
summarize information. .in this chapter, we have tried ;o:
help you to interpret the need information collected by
identifying positive or negative forces impacting the needs.

We have also led you through the same processés.for
determining what fdrce.inforﬁation to céllect, where that .
information is tc be, found, how that informatioh is to be
obtained and how that information is to be summarized.

Forces are any physical, soc{él or psychological ehtities

- which contribﬁte either, to the deterioration or to the im-

provement of an identified discrepancy in human striving or

need. They affect an identified need either positively or

negatively with varying degrees of intensity. It is impor-
tant for needs_assessors to identify a broad array of positive

and negative forces of significant strength that impact any

given need.
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needs; delete those forces that might -eventually be dissolved

The three major sources of force idformation are identical
to the sources or need informatien. They ere the authorities,
the_target population and the available reéorded'materiais.

To seek valid and reliable .force informahion)\we must strive
to solicit input from authdrities that contribute signiti-
cantly or pniquelyqto the realization of goals, a répresenta-
tive sample of .the actual owners of needs, an recorded
material that is judged gedgraph;cally, legally, politically,
ethically and temporally accessible. '

Appropriate strategies for gathering force information
refer ‘to both good retrieval strategies for getting force
data from &our/key informants and proper retrieval strategies
to extract force data from available recorded materials.
Retrieval strategies for agthorities and target populatioﬁ
are to be assessed in terms of their feasibility and capa-
bility of yielding comprehensive, reliable and'valid‘data.

At tne same time, approprlate retrieval strategies for re-
corded materlal w0u1d lead you to available recorded material
whlch is either 1dent1ca1 to, or compatible with, the purpose,

{

H

definitions ef goals, 'geographical area, population, time
frame and methodology of 'your needs assessment. -

Once force information is colleered; we suggest rhat you
undergo the same processes of summarization §§'you did for

your needs information. We propose that you filter out

force data that have little or no.impact on the identified

N
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and ultimately be altered through action directed toward
other instrumental forces; and ‘combine your sc;eened data,
either according to some force types, or according to the
relationship between the forces and the needs. Finally,

to better facilitate the presentation of force data, it

is recommended that you organize the composite data in terms
of goals, subgroups of your target population, and the forces
you identify as significant in impacting the need.

In this chapter, you have been provided with a process
for determining forces that impinge upon real needs. This
chapter consciiutes the last portion of our needs assessment
rrccess.

1t is anticipated that through a review of some of the
central considerations of the needs assessment process, you
have been sufficiently prepared to begin to build programs
to remediate the needs which you have both identified and
diagnosed. It is anticipated that you have been fortified
with a solid foundation from which program designs can flow.
It is acknowledged that, alfhough’such a base is no. guarantee
of future quality programming, it is the most defensible
posture from which to engage in building educational and
service programs for adults. It sets the stage for your
significant contribution to the improvement of the quality
of life for our adult pépulation.

Lastly, it is recommended that you read the concluding

chapter for a capsule review of the entire needs assessment
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process and a preview of how it can help an adult education

programmer in building effective educational activities.
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CHAPTER VII

CONCLUSION TO THE NEEDS ASSESSMENT PROCESS

In the previous chapters, you have been at the heart of
the phenomenal needs assessment world. You have focused on
the paramount issues of determining what information to col-
lect, where information is to be found, how to gather the
information, how to sﬁmmarize it and, lastly, how to inter-
pret the information. You have been introduced t7 the
essential components, twelve concepts, which in consort
shape, define and comprise that heart. You have been intro-
duced to the critical operations, sixteen principles for

" practice, which in total describe the delicate, interdependent

and complex functions of this heart.

One may then ask, has all that can be said about needs
assessment been said? We must respond to that in the negative.
However, what has been said is of the essence and once
these concepts and principles have been seriously addressed,
the myriad of other associated issues which will arise to
be addressed in implementing a needs assessment will cthen
fall into place; for example, will efforts be made to keep
the organizational hierarchy informed as we proceed through

the needs assessment; will we recruit volunteers to assist

in the data collection process; how will we inform the diverse

<
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publics interested in the results of the study; who
will comprise the needs assessment planning task force;
and to what extent are we going to be able to encourage
volunteers to assist in the entire process?

In fact, we have left you at the center of the decision
making process. We hope we have provided some critical in-
formation and highlighted some basic alternatives for you.
With these two sources for your decisions we encouraged
you to inject your values as you moved from one decision
point to the next decision point in planning for your needs
assessment.

This needs assessment handbook is viewed as an "educa-
tional" resource in the radical sense of the word. It is
seen as a respecter of who you are and where you are per-
sonally, and professionally it places you, the decision
maker, at the center of the process. It builds upon the
foundation of your experience and intuition, offers you
new concepts and principles to perform in your practice, and
leaves you to decide the if, the how and the when of their
employment.

One wager which we feel confident in making is that
should you decide to make these concepts and principles "live"
and "work" for you ir a needs assessment undertaking, you‘
have the potential for creating an educational program that
is innovative, responsive, accountable, targeted, collabora-

tive and powerful; you have the potential to create a very
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different type of program than you would have created had
you not undertaken the needs assessment.

With the information capable of being gleaned from serious
application of these concepts and principles, you should
be in a position to make major program development decisions.
To highlight just a few:

The identification of ngéds for various subpopulations
within your study will enable you to target svch factors
as promotion, scheduling and final.cing your programs.

The identification of discrepancies in how authorities
and target groups perceive the same situation will enable
you to consider a backing off of a specific program for the
target group and a planning of some face-to-face sessions
with the two groups to help identify the bases for the dis-
crepancies.

The securing of information from the intended program
participants may enable you to recruit them, @or a portion
of their membership, into the program planning committee
so that they can have a role to play in helping build pro-
grams responsive to their needs.

The enlistment of key authorities should enable you to
receive wider leadersnip support from major sectors of your
community and possibly pave the way for co-sponsorship of
appropriate programs with some of these groups.

Building a scope of study out of what constitutes your

professional world--mission, current and long-range concerns—-=
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will result in data collectéd that can be used and that
is not superfluous.

The interpretation of identified needs should provide
you with critical leverage points and enable you to work
with a broader array of colleagues in addressing--overcoming
or enhancing--those factors which tend to account for the
persistence of the identified need.

And lastly, the formal assessment oOr verification of
need places you as a planner in an ideal position to tap
additional sources of funding in the private and/or public
sector in an effort to work alone or in consort to generate
programs responsive to these needs.

We wish you well s you embark upon the challenging,
rewarding and awesome world of discovering where people are,
whebe the levels of aspiration of and/or the levels of
expectation for these people are. This "journey will ready
you for the sensitive perception of needs and the dynamic
and energetic response to them. In sum, needs assessment
is one of the keys to open the door for an improvement

in that elusive individual and collective "quality of life"

toward which we all aspire.




